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*Based on nationwide survey 
of 5000 Dealers. Dealers 
voted Smith-Corona best by 
2-to-1 over all other makes. 
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Why measure these copies? 


Measure them to prove that Such extra versatility beyond 
MODERN mimeographing can routine mimeographing now 
handle paper sizes from 3 x 5 to makes this process more useful 
9x 16 inches—all fed automat- _— than ever—with still unmatched 
ically, and all with the text and _— over-all economy. For a free 
material exactly where you want portfolio of MODERN 
it on every sheet! But these are mimeographing samples and 
only a few of the bonus features full facts, send the coupon. 
of MODERN mimeographing. Learn how to save through 
Others include mimeographing MODERN mimeographing 
on both sides of the paper and with A. B. Dick products—for 
on almost any weight or finish —_use with all makes of suitable 
of paper. stencil duplicating products. 


A:-B-DICK 


THE FIRST NAME IN DUPLICATING 
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A. B. DICK COMPANY, Dept. 0-651 
5700 West Touhy Avenve, Chicage 31, Illinois 


With no obligation, please send free portfolio of samples and full facts 
about MODERN mimeographing. 
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* The gentleman above is recording what a 
* fine fellow Ptolemy is... Ptolemy V to be 
» exact. Though the message was strictly “puff” 
yit became important 2000 years later... 
»for on that one stone the artisan carved the 
same message in three languages . . . Greek, 
‘and two forms of Egyptian hieroglyphics. 


a 


R The stone turned up again in 1799 at the 





Rosetta mouth of the Nile. In the interim 
"all knowledge of hieroglyphics died out. 
However, a Frenchman, Champollion, 
studied the stone and from the Greek in- 
scriptions learned to decipher the hiero- 
glyphics. It was Champollion’s discovery that 
made possible the fascinating study of the 
ancient Pharaoh’s civilization. 

What future historians will make of his 
business correspondence is not a particular 
concern of today’s businessman. But, he is 
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Three cheers for Ptolemy coe 


concerned that his business correspondence 
and his letterhead should reflect the qual- 
ity of his product or service. That is why 
so many leading firms select Gilbert Qual- 
ity Writing Papers. Ask your local printer, 
engraver, or lithographer for samples of 
Gilbert new-cotton-fibre content letterheads 
with matching envelopes. 


BOND e« ONIONSKIN e LEDGER e¢ INDEX BRISTOL 
MANUSCRIPT COVER « VELLUM e¢ SAFETY 
REPRODUCTION e¢ BANKNOTE PAPERS 


<GarBERT 


PAPER COMPANY 


MENASHA, WISCONSIN 


A good letter is always better- written on a Gilbert Bond 


Tue Orrice—June, 1951 





The z 
nn we | FECL 


MANAGEMENT ¢ EQUIPMENT « METHODS 


Trademark Reg. U.S. Pat. Off. Founded 1935. 
Copyright 1951 Wiliiam Schulhof. All Rights Reserved. 





JUNE, 1951 





Conleols 


You Pay for Good Filing—Do You Get It? 
New Books 
William C. Perry 
Donald Peddie 


Using Live Case Material for Supervisor Training Bernard Mintz 
Profits from Office Analysis Walter V. Smith 
National Conference & Exhibit Calendar 

Learning Third-R on Machines 

Food Vending Machines for Feeding Office Workers 

26th NOMDA Convention in Detroit, June 28 

New Products 

News of the Office 

News of the Industry 

Index to THE OFFICE, Volume 33, January through June, 1951 

As We See It 





WILLIAM SCHULHOF, Publisher 
WILLIAM R. SCHULHOF, Editor JAMES GORMAN, Managing Editor 


THE OFFICE is published on the first of every month by Office Publications Company, 270 Madison Avenue, 
New York 16, N. Y, Telephone: LExington 2-2245. Cables: **Wilhof, New York.’’ Also publishers 
of LA OFICINA, Spanish Edition of THE OFFICE, and OFFICE EQUIPMENT EXPORTER, 


SUBSCRIPTION 
One Year $2, Two Years $3, to U. S., Pessessions aud Canada, 
One Year $3, Twe Years $5, te all other countries, 


Member ef Centrelled Circulation Audit, Inc. 
and Natienal Business Publicatiens, Inc. og 
CIRCULATION OF THIS ISSUE OVER 25.000 COPIES 


Tue Orrice—June, 1951 


NN A haa alee in hE EIN Gy 





You Pay for Good Filing— 


Ewing Galloway, N. Y. 


HE vicious thing about filing cost is 
the manner in which it buries itself 
in general overhead. Most business- 
men never realize how much money is 
eaten up in the simple act of retaining 
Sand using records. When they do, it 
first becomes apparent in the additional 
? number of file clerks they have to em- 
Sploy. Since a little better than 75% of 





‘the cost of filing is paid out in salaries, 
‘this is the logical point to discover ex- 
‘eessive costs—and to uncover potential 


Peconomies. In general, though, there 
Tare only two ways to effect material 
Ssavings when it comes to filing. 

) 1. By reducing the volume of files. 

2. By increasing the efficiency of filing 
equipment. 

All other savings are of secondary 
nature because they fail to attack the 
most vulnerable high cost item—salaries. 

Useless and inactive records always 
produce excessive cost when kept in 
active files. Under a well organized and 
controlled filing system, inactive records 
ean be transferred to inexpensive floor 
space and equipment at considerable 
savings, preferably microfilmed. A story 
is told about an executive who had his 


Do You Get It? 


W. F. PUGH 


Assistant Manager, Vertical Dept., 
Management Cantrols Division. 
Remington Rand Inc., New York. 


personal file analyzed to reduce its size 
and cost. Microfilming was recommended 
by the analyst who feit the executive 
had oceasional need for most of the ma- 
terial and only a small percentage was 
truly active. The businessman balked 
at the cost of microfilming, contending 
his papers were not worth it. To prove 
this, he removed from the file a folder 
on “Buttons”—convention buttons. Each 
year he decided what color should be 
used and this folder supported his de- 
cision. The analyst selected another 
folder behind the “BU” guide marked 
“Butane,” which contained a history of 
costly development, expenditures run- 
ning into thousands of dollars and also 
proof of certain patents and develop- 
ments. Though inactive, this folder was 
of immeasurable value. Confronted by 
the discrepancy in value of the two 
folders side-by-side in the file, the execu- 
tive agreed to a careful weeding out of 
all unnecessary “button files.” It re- 
duced the volume of his active file about 
75%, made microfilming of inactive 
records feasible and provided an eco- 
nomical and efficient file for everyday 
operations. 

In the average company, in the aver- 
age file, study has shown that about 
20% of the records are needed for eur- 
rent operations. Another 10% must be 
retained permanently — records like 
those found in the “Butane” folder men- 
tioned above. Of the other 70%, about 
one-half could be destroyed and the 
other half transferred to microfilm or 
low cost housing. When you consider 
that the average file clerk can handle 
just so many file drawers of vertically 
filed material, the potential for saving 
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Benefit From This Nation-Wide 
Buying Pel 
ON CPladiy_, WORKING PAPER 


ONCE A YEAR...MAY 1 TO JULY 31 


7 Sheet Sizes 
TOP OR SIDE BIND 
NON-FADING 
PEN-RULED 


wast 


Order 30 Pads or 3000...For Your Year’s Needs 


You can have the finest working paper at It will pay you to order your year’s sup- 
substantial savings if you buy during this ply now. Hadley Working Paper is pen- 
annual ‘Buying Pool” event. Your order, ruled with non-fading ink on a heavier, 
placed before July 31, is pooled with non-curling bond paper. Lines are uni- 
thousands of other orders. Prepaid de- formly spaced. Please mail the coupon 
livery is made before October 15. for our 1951 “Buying Pool” price list. 
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Use. This Coupon to Check the | ___Use.This Coupon to Check the Sovings 

Charles R. a Company, Dept. 8 

330 North Los Angeles Street, Los Angeles 1 2, Calif. 

Please mail me your 1951 “Buying Pool” Working 
ESTABLISHED 1909 Paper price list. 


Manufacturers of business 
forms and systems 


Name ns 


Address 








City Zone___ State 
(Just pin this coupon to your letterhead) 
RETR Ck 8 SES BF SEALE ES MOS 





Mail the coupon § 
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is immediately apparent. A comprehen- 
sive record retention plan based on an 
honest estimate of the value of in- 
dividual records is the first step in any 
economy program. 

If over 75% of the cost of filing goes 
into salaries, it is logical to assume that 
any equipment that improves efficiency 
even a little will quickly pay for ijself. 
It is easy, however, to go overboard 
on this subject and burden your staff 
with so-called “time-saving” equipment 
which only complicates operations. The 
best point of departure is to classify a 
file as to what it is used for, and then 
apply equipment to the needs that fol- 
low. There are three basic types of 
records : 

1. Reference. 

2. Reference and posting. 

3. Posting. 

Your personal or departmental corre- 
spondence file is a typical reference 
record. It should be housed in a ver- 
tical unit giving the maximum amount 
of storage in the minimum amount of 
space, with only sufficient guides to help 
locate a wanted piece of information 
quickly. If reference is heavy, guides 
should be added to reduce the area of 
search. 

' In the ease of a card file used for 


A cross-file unit can be placed next to the 
worker's station and used without the operator 
rising from her chair. 


reference only, a minimum of 30 cards 
should be placed behind each guide. 
Any number of ecards less than 30 
would indicate an overuse of this finding 
aid. If reference is so heavy that it is 
necessary to over-guide to increase 
speed, then other types of reference 
equipment should be considered. Visible 
equipment, in these cases, is usually a 
logical answer. 

From a strictly reference record, con- 
sider a combination reference and post- 
ing record. Here again, undue influence 
is often placed by the vendor of certain 
types of equipment upon labor-saving 
features. If the bulk of the activity in 
the card file is reference, vertical filing 
will usually provide the maximum 
amount of space, at the lowest cost. If 
posting is frequent and if the cards are 
filed in vertical units, they should be 
kept in some sort of removable card 
trays so that cards can be taken to a 
desk, posted and conveniently refiled to- 
gether in the vertical unit. 

If posting is extremely heavy, it is 
necessary to consider specialized verti- 
cal equipment or a visible record system. 
When vertical filing is preferable, a 
cross-file is often the best solution. A 
cross-file is a unit that can be placed 
alongside a desk or posting” board so 
that a card can be removed easily, 
posted and returned to the file without 
the operator rising from the desk in 
order to accomplish the operation. In 
considering cross-files, several other fac- 
tors must be considered. The number of 
people making reference to the file is 
important because of its reduced accessi- 
bility to employees other than the one 
doing the posting. The volume of post- 
ing to a single card also will be impor- 
tant. Capacity is also to be considered. 

This last factor is often over-empha- 
sized. Consideration should be given to 
the need for high capacity in the unit, 
whether or not weeding might automati- 
cally reduce capacity needs and whether 
proper arrangement of records in a 
cross-file would not increase overall ef- 
ficiency. For example, in a 6-drawer 
cross-file it would be very easy to use 
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NOW YOU CAN DO 


astic binding 


THIS MODERN... 
LOW-COST WAY 


Right in your own office ... NEW GBC 
plastic binding equipment* binds all sizes 

of loose sheets into attention-compelling, 
easy-to-use booklets... in a matter of 
seconds. Adds color, prestige, utility! 

Every page turns smoothly .. . lies perfectly 
flat. Saves more than 50% over old-fashioned 
fastener-type covers. Anyone in your office 
can easily operate this portable equipment. 
Thousands of enthusiastic users! Send 
coupon below for complete details. 


Special trial offer! Try this low-cost 
equipment in your own office or plant. It is 
UNCONDITIONALLY GUARANTEED 
to be satisfactory in all ways. 


COMPLETE EQUIPMENT COSTS LESS THAN A TYPEWRITER 





You can definitely improve 


phe “gor el PUNCHING MACHINE (left): Fast...easy to operate. Simply insert 


reports with colorful, handsome paper and press down handle. BINDING MACHINE (right): Opens 
GBC plastic bindin . plastic rings mechanically. Place sheets on open rings. Close and 
if remove finished book. Both 12- and 16-inch table models... also 

power equipment. 


General Binding Corporation, Dept. 0-6 
810 W. Belmont Ave., Chicago 14, Ili. 


Please send me Bulletin 1100 describing your new 
low-cost portable GBC plastic binding equipment... 
also 2 handy memo books bound this modern way. 
Tell me how | can try this equipment without obligation. 


General Binding 
Corporation 


World’s largest producers of 
plastic bindings 

and plastic binding equipment 

Chicago 14, Illinois 











Address 
City Zone State 
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CUT THE COST 
with the NEW BW 


make copies... 
in seconds... 
for pennies.. 





The BW Copyflex can be located anywhere 
: in your office—it emits no fumes, needs no 
4 inks, stencils, trays, exhausts or special room 
i lighting. 


of office paperwork 


With the new BW Copyflex, you sim: 
plify and speed up office paperwork by 
eliminating time-consuming  transcrip- 
tion, retyping, and other costly duplicat- 
ing methods. With a BW Copyflex, 
you write it once, make copies as 
needed. 


Records, orders, invoices—on letterhead 
or printed forms—are reproduced in 
seconds. Copies are crisp, errorproof, 
smudgeproof—flat, dry and ready for 
immediate use. The 100th is as sharp 
as the first. Cost for an 814” by 11” 
copy averages less than 2 cents. 


Think what you can do! Original orders 
can be reproduced as production forms, 
shipping tickets and invoices. Extra 
copies of special reports can be made 
without retyping. Duplicates of bills 
are available in seconds. Materials can 
be copied confidentially by your own 
private secretary, if you wish. 


See how the BW Copyflex can help 
you... send for free booklet today. 


BRUNING 


Specialists in copying since 1897 
iuaaan===CHARLES BRUNING COMPANY, IN 


{ ' Please send me your free booklet A-1078. 


— 
oS 


2. Sa ananmay 


Dept. U-61 100 Reade Street New York 13, N. Y. 


| would like to see a Bruning BW machine demonstrated. 
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the two most inaccessible drawers, top 
and bottom, for dead storage or inactive 
items. The easy-to-reach four middle 
drawers would then be used for active 
accounts or cards. Whenever one must 
seriously reduce the number of ecards 
handled by one clerk or operator because 
of heavy traffic in a record, it is prob- 
ably advisable to consider visible equip- 
ment. 

More businessmen go off the deep end 
in regard to equipment for housing 
posted records than for any other type 
of application. The variety of equip- 
ment available adds to the confusion and 
the cost runs high. When the proper 
record is applied to the proper housing, 
this high cost can be swifty amortized. 
But too often the busy executive, who 
would insist upon careful time-study 
before installing any factory machine, 
throws caution to the winds and gets 
drawn in by gadget devices. 

In considering equipment for posted 
records a sharp line must be drawn 
between hand and machine posting. A 
good example of a handposted record 
is an installment accounts receivable 
ledger. The equipment should make it 
easy for a clerk to operate the unit at 
a counter or window. He should be able 
to locate a customer’s card immediately 
and be able to post it while the ecus- 
tomer is waiting. ‘In most cases a ver- 
tical card record would suffice if mere 
posting were the only factor. If an ex- 
tensive file of accounts is kept, control 
of delinquency becomes a time-consum- 
ing activity. In this case a visible 
record, properly signalled to indicate ac- 
count status, will be quickly justified in 
time saved and in prompt follow-up 
procedures. The psychological factor of 
prompt, accurate, customer service is 
particularly important and an intangible 
that often justifies higher initial equip- 
ment cost. 

Inadequate or poorly designed equip- 
ment has an adverse psychological effect 
upon employees. Whenever a clerk is 
unnecessarily slowed down, or his ef- 
ficiency materially reduced because of 
penny-pinching attention to his tools, 
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Desigued to 


#10 Official with 
deep shoulder flap 


a 


... and easier stuffing, too! 
with SHEPPARD 


famous curve-fold design. 


0 of 


MINT-E-SEAL 
The Flavor Flap 


§ ENVELOPE CO. 


1 Envelope Terrace 
Worcester 4, Mass. 


Write today for Shepco 30-year Folder. 
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A GENTLE SQUEEZE... 
AND IT FLOWS WITH EASE 


the cost factor for salaries is bound 
to rise. 

For machine posted records the im- 
portance of proper accessory equip- 
ment is more important than for hand- 
posting. A man invests $3000 or more 
in an accounting machine, another $1000 
in forms and perhaps as high as $3500 
a year in an operator. It follows that 
the cost of any equipment which would 
contribute to the efficiency of the en- 
tire set-up should be considered with- 
out prejudice. The specific equipment 
selected should be determined by the 
number of accounts served by each ac- 
counting machine. 
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AN EXCELLENT 
NEW INK IN A 
STRIKING NEW 


DRI-RITE BLACK 





DUPLICATING 
. it’s another 
new product by 


Canode 


Package ! 











THE FINEST 
) RESULTS ARE 
OBTAINABLE 
WITH DRI-RITE 
BLACK INK. 


1. No slip sheet- 
‘ing on any 
mimeo bond. 

2. No slip sheet- 
‘ing on some rag 
eck. 

3. Extra black 

Py. 

W. Laboratory 
‘controlled. 
™. Does not de- 
"stroy any = sten- 
cils. 





6. No clogging 
in the pad. 

7. For open or 
closed drums. 

8. Will not hard- 
en in the cylin- 
der. 

9. Climate proof. 
10. Canode Dri- 
Rite Duplicating 
Ink guaranteed 
as above. 





The advantages of this & 
oz. Squeeze-it plastic 
bottle are many. 


Almost every drop of ink 
can be removed in a flash. 
This is not possible with 
other type containers. 
Shipping weight is less, 
and of course the Squeeze- 
It bottle can not he 
broken or dented. 


The Squeeze-It bottle is 
translucent making a 
beautiful display of col- 
ored inks and also blacks, 


The Squeeze-it bottle is 
available with 4 Canode 
products: Rapid Dry Red, 
Blue and Green, and the 
new Dri-Rite Black, 


Conode 


PRODUCTS BY 


INK SPECIALTIES 
CO. INC. 


523 N. Halsted St#., 
Chicago 22, Ill. 
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For example, if a business has a file 
of 1500 ledger cards that are so active 
they require the full time of one ma- 
chine to handle them, it is easy to place 
these 1500 accounts in a permanent in- 
sulated desk alongside the machine. 
There will never be any question as to 
where accounts cards are for reference 
purposes and they are close to the ma- 
chine for efficient operation. If the 
accounts are not very active, perhaps 
5000 can be handled by a single ma- 
chine. In this ease a double pedestal 
desk can be used with the cards on 
either side. In either case a permanent, 
immovable housing for the ledger is 
feasible. 

But let’s say we have a file of ac- 
counts that are relatively inactive and a 
single accounting machine can probably 
service 20,000 accounts. A series of 
movable ledger trays, which ean be 
wheeled up to the machine, is a logical 
equipment solution. 

Apart from operating efficiency, any 
form of ledger housing should be insu- 
lated for complete fire protection. It is 
mighty embarrassing for a business to 
lose its accounts receivable ledger and 
then try to reconstruct records for ecol- 
lection. Either the insulated desk or 
the insulated trays suggested above are 
usually preferable to a vault to which 
records must be carried to assure pro- 
tection. A great percentage of business 
fires oceur during daylight hours and 
there is seldom time to rush records to 
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brings you a 
full line of 


TABULATING 
FORMS! 


All Types: custom forms—stock forms—imprinted stock forms. 

All Fastenings: glued, sewed, stapled, unfastened—or bump fastened; Uarco’s 
exclusive method of fastening tabulating forms with paper only. 

All Yours with Service and Assistance: trained Uarco Representatives are in 
every major city. Five modern Uarco plants serve every major business area— 
with nearly sixty years’ experience in the business forms field. 

All Told: important reasons for making Uarco Incorporated your source... for 
quality tabulating forms! 

Call a Uarco Representative, today. 


FREE to all tabulating users—this new book 
containing actual samples of Uarco’s full line; shows 
fastening methods, designs, special constructions. 
Mail this coupon for yours! 





UARCO Incorporated 


Room 1624, 141 W. Jackson Blvd. 

Chicago 4, Illinois 

Please send my copy of “UARCO CONTROL 
PUNCHED FORMS FOR TABULATING” 


INCORPORATED 


eeeseeeserere 


Business Forms MMi eke toansacedas ¢iabhce potia! Ni a ARCS 


Factories: Chicago; Cleveland, Oak- eeoeeeseeseseees ee eeeeeeseeeeseseee 
land, Deep River, Connecticut; Wat- 
seka, Illinois—Sales Representatives In 


a ee canneause 
‘All Principal Gities. mee zi 
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Good office seating is an in- 
vestment. Bad seating is ex- 
pensive. Write for your Sturgis 
dealer’s name and our stimu- 
lating booklet, ‘‘The High 
Cost of Sitting”. 


THE 


It costs very little to 
seat a valuable execu- 
tive in a chair that 
gives him healthful 
day-long posture sup- 
port. Your Sturgis 
dealer will bring one 
to your office for a 
free trial. 


POSTURE CHAIR CO. 
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a vault. Bringing protection to the 
point-of-use is not only the safest but 
the least time-consuming expedient. In- 
surance companies are strong advocates 
of point-of-use record protection and 
sometimes reduce premiums appreciably 
when this protective action is taken. 

Punched ecard accounting demands a 
huge investment and the related acces- 
sories which go with it are often deter- 
mining factors in the economy produced 
by mechanization. Here, again, the 
buyer is confronted by several choices 
of housing. 

On inventory or stock picking records, 
double desks for on-end filing are usu- 
ally applicable and most economical. In 
certain billing operations it is most 
practical to have ecross-files for the 
same reasons mentioned above where 
eross-files were used with accounting 
machines. <A let depends on the amount 


of traffic through the record in deter- 
mining the kind and type of cabinet. 
When the cards are seldom referred to 
individually, filing in vertical cabinets 


will store the maximum number of ecards 
in the minimum space. Here the porta- 
bility of tabulating card trays is a fac- 
tor which contributes greatly to ef- 
ficiency. Again, fire protective insula- 
tion should be considered for cards 
with permanent value. 

You pay for good filing—do you get 
it? Few businessmen can answer this 
question affirmatively with any degree 
of assurance. Unfortunately, not many 
businessmen are qualified to attempt an 
answer—or find a solution when they 
know the answer is negative. 

If you are fortunate enough to have 
a qualified methods man on your staff, 
it is best to go along with his recommen- 
dations even when the initial cost of 
equipment seems high. Lacking an ex- 
pert of your own, consult a vendor who 
is qualified to analyze your present pro- 
cedures and files with an eye to correc- 
tive action before equipment is pur- 
chased. Don’t expect equipment to 
eliminate the high cost of a poor basic 
procedure or system. 
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MANUFACTURERS AND DISTRIBUTORS OF 
TIME, DATE & NUMBERING DEVICES 


TIME DATE and NUMBER, Inc. 


NEW 


Does the job call 
for printing the 
time, a date, and/ 
or a number thru 
carbonized forms? 
These sturdy ma- 
chines will print thru 
as many as 12 car- 
bons. Suitable guides 
and paper tables 
for getting exact 
location on the 
form. 


Tell us your 
problems. 


Send for Catalog. 


YORK i Le Vv. 
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THE NATIONAL CASH REGISTER COMPANY, 


DAYTON 9, OHIO 
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_ Automatic clear signal. 
Gives automatic printed 
proof of whether or not 
the machine was clear when 
the operator started to 
use it. 


Automatic space-up of 
tape. Spaces tape to cor- 
rect tear-off position when 
total is printed. Saves time, 
effort, paper. 


Automatic credit bal- 
ance. Actual minus totals 
are automatically compu- 
ted, and printed by asingle 
touch of the total bar. Prints 
in red, with CR symbol. 


Full, visible keyboard. All ci- 
phers print automatically—sav- 
ing time, motion, and effort! Two 
or more keys can be depressed 
simultaneously. Amounts remain 


visible until added. 





Check these outstanding features . . 


Easy-touch key action. De- 
pression of keys is practically 
effortless, yet sufficient to tell 
you when you have depressed a 
key. Tension is uniform 32 oz. 


Subtractions in red. 
Can never be mistaken for 
additions. Stand out promi- 
nently even after amounts 
have been “checked off” 
on the tape. Identified in- 
stantly, for everyone knows 
the meaning of red figures. 


Large answer dials. Al- 
waysshow the accumulated 
total in large numerals. 
Permit use of machine with- 
out tape. 


Heavy-duty construc- 
tion. Compact for desk 
use. Portable enough to 
move about, yet rugged 
enough to carry on through 
long years of hard service. 


The National Adding Machine handles more work... faster...with greater 
accuracy...and with less effort. 


Only by actual demonstration on your own work can you fully realize what 
this remarkable machine can do for you! Call your 
local National Cash Register Company’s office— 
or the local dealer for National Adding Machines 
—and arrange for such a demonstration at once! 





canes 
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Protecting your RIGHT 


Se part in the National Defense. 


Program is a source of pride to us. 
There is another defense program in 
which we take particular pride ... che protection 
of PANAMA-BEAVER quality... come what may... 
so that YOU will always get a perfect “WRITE” 


V4) 7? 
PANAMA-BEAVER 


YE Uti 


MANIFOLD SUPPLIES CO., 188% 3rd Ave., Brooklyn 17, N. ¥. 
Coast to Coast Distribution 
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.. CONTROL IT! 
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How TS SAVE 


FOLDING MONEY 


Monthly statements, form letters, bulletins, advertising 
literature, or whatever . . . you have to fold ’em before 
you mail ’em. Do it the modern way . . . automatically 
. .. with a Davidson. Save time . . . save money . . . mail 
promptly . . . avoid — office routine. Any girl can 
operate a Davidson. Adjustments are few and simple. It 
handles light and heavy papers . . . makes a variety of 
parallel folds. And it will quickly pay for itself even 
though you use it but once a month. Want details? Write 
for our “fact book” on office folding. 





FOLDING 
MACHINE 





DAVIDSON CORPORATION 
A SUBSIDIARY OF 


MERGENTHALER LINOTYPE COMPANY 
1024-60 W. ADAMS ST., CHICAGO 7, ILL. 








Other Davidson Folding Machines 








For offices where the volume of folding 
is considerable and extreme accuracy 
is desired, the Davidson Model 129 
Folding Machine is recommended. It is 
engineered for precision folding at high 
speed. It will produce a wide variety of 
parallel folds, handling sheets from 
3”x3” up to 14”x20”. 


The Model 133 Davidson Folding 
Machine is a high production, precision- 
built unit that does both parallel and 
right angle folding. Easily adjusted to 
produce many different types of single 
and multiple folds to meet almost any 
requirement. It will handle sheets from 
3”x3” to 14”x20” with extreme accuracy. 


Write for descriptive literature 
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Before a manpower crisis hits yeur office 
Added 


provide the 4 Business 


Capacity 


of HUDOGRAPH dictation! 


Ever consider the possibility of a man- 
power crisis in your office? 

Already solving the problem for thou- 
sands upon thousands of offices is 
AupocraPH dictation ... for the A B C 
(added business capacity) of AUDOGRAPH 
means increasing office output (up to 
30%) without adding to personnel. 

No better “output insurance” than 
meeting the problem before a dearth of 
personnel finds you shorthanded. To dis- 
cover the best solution, mail the coupon! 


SET ER BPR ia en a 


Dictating and transcribing 
ore E-A-S-I-E-R 


We regret that we cannot always deliver 
AupocrapHs without delay. But demands 
have exceeded all precedent . . . and these 
days we’re also devoting much of our 
efforts and raw materials to national de- 
fense work. So — if you’re waiting for 
delivery of your new AuDoGRAPHS — won’t 
you please be patient? You'll find them 


well worth waiting for! fA 
@RADE MARK “AUDOGRAPH” 
REG. U, S, PAT. OFS G - f R - p eon. onal 
® 
@ AUDOGRAPH sales and service in 180 prin- @ THE GRAY MANUFACTURING COMPANY, Hartford 1, Conn. 


cipal cities of the U.S. See your Classified 
Telephone Directory — under “Dictating @ Send me Booklet 6-R—’Now We Really Get Things Done!”’ 


Machines.” Canada: Northern Electric Com- 








pany, Ltd., sole authorized agents for the 
Dominion. Overseas: Westrex Corporation 
(export affiliate of Western Electric Com- 
pany) in 35 foreigs countries. 
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. SUPER POCKET 
| “THE ALL PURPOSE FILE” 


EXPANDING WALLET 


_ Smead MANUFACTURING CO., INC.-HASTINGS, MINNESOTA 


SINCE 1906 


From the very first item to 
the present line of over 
3,100 stock items, we have 
concentrated on crafts- 
manship and the finest 
quality and grades of raw 
materials, making our line 
an outstanding quality line. 


We have 5 separate fac- 
tories for your protection 
and added service. 


Write for our Catalog. We 


also invite: your .inquiries 
for specially made pro- 
ducts. 


your eyes 


PRE 





THE NEW fin E-A-TIME 
COPYHOLDER 


Every day, in more and more busy offices, Remington Rand’s 
new Line-a-time wins high praise by speeding typed work... 
increasing office output to keep pace with “snowballing” pro- 
duction line requirements. 

The new Line-a-time is packed with features for faster, easier, 
more accurate transcribing. It assures correct, forward, “right 
before your eyes” reading. The exclusive Trans-vue line guide 
indicates the line being copied and also lets the typist see several 
lines ahead to spot copy changes. The new Space-celector adjusts 
instantly for single, double or “free-wheeling” spacing. The 
exclusive “no fumbling” Turn-a-page Pocket makes pages easier 
to turn and hold in position. And Line-a-time is Light-Condi- 
tioned —a twist of the knob sets copy at the right angle for maxi- 
mum lighting and readability. 

Join the fast growing ranks of thoughtful executives who have 
increased typing production measurably in their offices with the 
new Line-a-time! 


SR AAA ta iat 


Site 


SE A URNisi cia 


ji sees 


Remington Rand Business Machines & Supplies Division 
Room 2116, 315 Fourth Avenue, New York 10, N. Y. 


("] Please send me folder RSL 212 on the New Line-a-time 
copyholder for faster, easier, more accurate typing. 

(-] Please arrange for a demonstration of the New Line-a-time 
in my office — no obligation, of course. 

Name 
Firm 
Address 
City Zone State 








FREE LINE-A-TIME 
BROCHURE — 
YOURS FOR 
THE ASKING! 








Perec eee eee eee eee eee = 4 
tt 
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we invite you fo... 


rRy THIS TES 


at Our Expense! 


vec 
QUALITY PRODUCTS 


WILL GIVE YOU A WEEK’S SUPPLY 
OF CARBON PAPERS... FREE! 


ca We'll supply you with enough of our famous carbon papers for 
an active 5 day week, 9 to 5 schedule. Your secretary and yourself 
will be the sole judges. Compare QUEEN with your present car- 
bons—see how QUEEN CARBONS provide the Clearer, Sharper 
copy, and longer service Every Single Time! 


indicate the amount of copies you prepare at one 
time and the type of office machine used. 


Try Queen Once... And You'll Prefer Queen Always! 





MANUFACTURERS OF: Inked Ribbons Write Today for your FREE 1 WEEK SUPPLY OF 
Carbon Papers * Master Units « QUEEN CARBON PAPERS. 
Spirit & Hectograph Carbons 
| Leeaapats = os alert ict et ctAn Siete: MERE IRS Si aie sects cna ' 


' QUEEN RIBBON & CARBON CO., INC. 
128 Wythe Ave., Brooklyn 11, N. Y. 


UEEN RIBBON & 


Please send me FREE offer of 1 week's supply of Queen 


CARBON CO — 
ee We prepore _.._.... copies at one time. 
ino We 000 © cee 


Executive Offices Firm Nome 
- ae 








Address. 





128 Wythe Avenue Brooklyn 11, New York | 


Factories: Brooklyn, New York 
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TO FILE CORPORATION 


c 


5S Madison Avénue New York 17,N.Y 


the new improved 


SUMFT 


an outstanding 


This 6/2 pound Adding Machine 
is in big, growing demand 


Extensive research has enabled us 
to produce a new, improved 
Swift Adding Machine—a portable 
adding machine with 9-column 
capacity, visible adding dials and 
all-steel case. 


The tremendous response of the 


trade and public has shown them 
quick to recognize the handy = 
ability and value of this new Swift 
Adding Machine. 


Dealer orders are snowballing. 
Every day we receive many letters 
from consumers, inquiring about 
the Swift...and from dealers, 
telling us about the wide, growing 
interest. 


We are doing everythin S- 
sible to fill pod dealers’ O ners 
~.. and to place more Swift 
Adding Machines in the hands of 
the public. 


SWIFT Business Machines Corporation + Great Barrington, Mass. 








(nA ba sti esots 








Satexe, 


HMUDGE SUPER SOVEREIGN 
' CARBON. No smeor; No 
No stain! Super coated on sur- 
mean edge on long side; seal 
Fat other edges. In purple, bicck, 








NON-SMUDGE SUPER SOVEREIGN COM- 
PLETE MASTER UNITS. No smear! No smudge! 
No stain! Super coated on surface, seal coated 
on sides, clean edges at top and bottom. In purple. 


SPEED-O-PRINT 


Presents 


“he Warld's 
Finest LZuality 


SPIRIT PROCESS 
SUPPLIES 


Ja 


SOVEREIGN COMPLETE | 
UNITS. Seai coating at sid ; 
edges at top and bottom. In 
red, green, blue, big : 


pot te 


cqyeneiol 
$a. 


name * 
on 
wos? 


SOVEREIGN FLUID for b 
liance and sparkle wit 
equal .. . more legible ¢ 
per gallon. No unpl 


HAND CLEANER. So 

. removes all stains 
and leaves hands 
pliable. 





SPEED-O-PRINT CORPORATION 


1801 W. LARCHMONT AVE., CHICAGO 13, ILLINOIS 


SPEED-O-PRINT (CANADA) LTD. e 


77 ST. CATHERINE ST:, WEST 


@ MONTREAL 


cm Sis 
METALLIC-BACK ‘FLAGSHIP MULTIPLIES CARBON PAPER PROFITS... 


Seiwa en BeEe 


MAYBE YOU CAN BE THE DEALER IN YOUR LOCALITY WHO GETS THEM! 


Hus at last is the 


product that gets customers 


out of that “carbon paper is carbon 


paper” attitude. Flagship, the metallic- © Flagship is curl-proof, 
not just curl-resistant 
back carbon paper, is clearly different, and sit 





vastly superior —in performance and looks. 
® Flagship’s metallic back 


That individuality is what has been at the root of Flagship's means extra wear, 


astounding success. Even the newest stenographer in the office easier handling 





immediately sets it a peg above all the others. And its clear superiority 


is what has opened the eyes of stationers to this line that sells itself, ©@ Flagship makes sharp, 
permanent copies 





stays sold, steadily increases carbon paper volume. Dealerships 


for Allied’s complete, profitable line of carbon papers and ribbons, © Flagship allows 


including metallic-back Flagship, are still open in certain smudgeless erasures 





localities. Write today to Dept. B. 


ALLI i D _ CARBON AND RIBBON MANUFACTURING CORPORATION 
General Offices and Factory: 165 Duane Street, New York 13 
Western Office & Warehouse: (629 So. B’way, Les Angeles (5 
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sheer magic! 


The Marchant Man astounds the office staff 
with the only calculator with Push-Button*™ 
Multiplication . .. available on both the 
Figuremaster and the low-cost Figurematic. 
Since more than half of all calculator 
work is multiplication, no modern office 
can afford to be without a 

Marchant, the calculator that saves 

one step in every multiplication 

problem. The Marchant Man in 

your phone book will prove this by a 
demonstration in your office. 

Call him today. 





‘NEW AUTOMATIC LINE-UP % PUSH-BUTTON MULTIPLICATION 
SPEEDS DIVISION. Touch of Touch of ao key in this row enters 
new Division Control automatically multiplier digit POSITIVELY... 
lines-up dividend and divisor as onswer appears SIMULTANEOUSLY 
division begins ... carriage shifts AUTOMATICALLY 


! GUIDE TO MODERN FIGURING METHODS 
j ILLUSTRATED BOOKLET ABOUT MARCHANT CALCULATORS [1]; AMERICA'S FIRST 


r . 
t Mail this Coupon with your business letterhead to get our free } ff) 


MARCHANT CALCULATING MACHINE COMPANY: 


‘ 
' 
’ 
: GAKLAND 6G, CALIFORNIA 
‘ 














Do blind spots in reports keep you in the dark? 


and machines provide useful management 
controls at less cost than any other system. 7 
When notched, the pre-coded holes along i 

: 


Reports that tell only part of the story 
can’t shed much light.on your problems. 
An order report may leave you guess- 
ing about delivery date requirements, ma- 
terial availabilities, the sources of orders. 
But getting all the facts for a sound de- 
cision may take too long or cost too much 
in clerical time with present methods. 
There are ways to keep complete, timely, 
accurate figures at your fingertips. And the 
simplest way is the McBee way. 
With your present personnel, without 
costly installations, McBee Keysort cards 


———— 
a> 
Ve =V-yy 


Sole Manufacturer of Keysort--The Marginally Punched Card 
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the edges of each Keysort card make it 
Tae 
. find it . - 


x 


e sy to collect a wealth of data . 
it... summarize it... file it . 
use it... quickly and accurately. 
More and more executives in every line § ; 
of business are using Keysort to obtain? 
vital facts. McBee sales have multiplied 7 
sevenfold in a few short years. : 
Ask the trained McBee representative 
near you to drop in. Or write us. 


THE McBE 
COMPANY 


295 Madison Ave., New York. Offices in 
principal cities. McBee Co., Ltd., 11 
Bermondsey Rd., Toronto 13, Ontario. 


31 





QUALITY THAT GUARANTEES 
REPEAT BUSINESS 












































Every product in the M & V line satisfaction sends the customer 
of carbon papers, inked ribbons back for more of the same. 
and special inks does a superla- Call or write the M & V Quick 


tive job of reselling itself ... by Service Distribution Point near- 
giving complete satisfaction, This est you for products and prices. 


MITTAG « VOLGER, Inc. 


Park Ridge, New Jersey 


Fine Carbon Papers and Inked Ribbons Since 1881 


QUICK SERVICE DISTRIBUTION POINTS 
NEW YORK 7, N. Y. CHICAGO 6. ILL. SAN FRANCISCO 5, CALIF. 
261 Broadway 558 W. Washington Street 591 Mission 


BOSTON 10, MASS. KANSAS CITY 6, MO. LOS ANGELES 13, CALIF. 
75 High Street 1013 Grand Avenue 406 South Main Street 
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Awarded to 
MERCURY 
Products 


why take 
less than 


the best... 


Mercury Products measure up 
to the highest standards 


The rollers and blankets you use make such 

an important difference in the quality of 
reproduction—it pays to use the best! Mercury- 
Lith and Mercury-Graph products are built 
to more precise standards, and are made 

of the finest materials. In fact, they are actually 
miniatures of the superb rollers and blankets 
used for the world’s finest multicolor 

presses in the nation’s foremost printing and 
lithographic plants. Always specify Mercury! 


RAPID ROLLER COMPANY 


D. M. RAPPORT, Pres. Federal at 26th Street CHICAGO 16 
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Investigate WHY 
AMES SUPPLY COMPANY 


Sells More 


FUTURISTIC 5-Star Platens 
x & *& &. ¢ 
Than ALL others Combined 


THE WORLD'S NUMBER ONE PLATEN 


FIRST IN QUALITY 
FIRST !N DISTRIBUTION 
FIRST IN THE BINS OF DEALERS 





Manufactured & Distributed Through Office Machine Dealers by the 


AMES SUPPLY COMPANY 


ATLANTA 3 DALLAS 1 NEW YORK CITY 7 
156 Alexander, N.W. 1913'/, Commerce St. 37 Murray St. 


LOS ANGELES 21 SAN FRANCISCO 5 


CHICAGO 6 
583 Market St. 


564 W. Randolph St. 777-779 E. Pico Bivd. 


EXPORT DISTRIBUTOR 
AMES INTERNATIONAL, INC. 


> 564 W. Randolph St., Chicago 6, Ill. Cable Address—AMESINTER, Chicago 


Vsit é> Wooth Tho. 41 


| AT THE NATIONAL OFFICE MACHINE DEALERS CONVENTION 
June 28-30 





Detroit, Michigan 


OUR REPRESENTATIVES WILL BE HAPPY 
TO ANSWER YOUR PLATEN QUESTIONS AND 
PROBLEMS 
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NO ADVANCE IN 
PRICES! 


Immediate Delivery! 




















ercemeer ease O'S. K. Forme Company 
“jer BTR 1099-50 











6 SETS TO A STRIP 
CARBONIZED IN 


“QUADS”, “QUINTS” | 
AND “SEXTUPLES” — 





Forms W-2 and Envelopes in- S-K 
cluding employer's imprint can Forms W-2 


be shipped within a few days Approved by 


from receipt of order. * U.S. Treasury De- 
partment. 
*& 26 States (5 part 
forms). 
a States (6 part 
4 +4 orms)}. 
Write today for sample strip 


* “ago Pg 
i or New Yo tate. 
and schedule of low prices. ities — 


® Various Cities— 
where practicable. 


| FORMS rT} 309 WALNUT STREET 


PHILADELPHIA 6, PA. 
S-K AND CAHILL PAYROLL BOOKS AND SYSTEMS 
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Make your mimeograph operator happier and your machine invest- 
ment worthwhile by using stencils, inks, and other supplies which are 
designed to give good copy and ease of operation. 


Add sunshine to this picture by adding Polychrome supplies to your 


shelves. 


Polychrome provides: 


Stencils which will provide long runs, which 
will not tear or stretch. 


Inks which will flow evenly, will not leak. 


Correction fluid which will make permanent 
corrections and make them quickly. 





Stencil and machine accessories which will 
give superior service. 


She'll like working with Polychrome products, and you'll like the results. 
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if you leave if to the girls... 


they'll pick Carter’s 


No smudged fingers. 
Exclusive Silvertip clean 
end on all Carter’s 
Nylon Ribbons protects 
fingers when changing 
ribbons. 


Ribbons! 


Your typists know a good ribbon 
when they use it . . . That’s why 
girls choose Carter’s Nylon. 

Typists know bosses like the 
smart “executive” look Carter’s 
Nylon gives letters. Right from 
the start this longer-wearing fabric 
produces sharp, steel-grey impres- 
sions that won’tnoticeably decrease 
in intensity. Erasures are neater— 
sharper writeovers, carbons, and 
Spirit-Process Duplicator masters, 

The secret: Carter’s pioneering 
research, backed by 93 years of 
manufacturing experience, devel- 
oped the special ink, that Nylon, 
the different fabric, holds or re- 
leases correctly. 

Let Carter’s new and improved 
Nylon Ribbons give your corres- 
pondence the “new look.” You'll 
actually save money doing it. See 
your Stationer or Office Outfitter 
soon, 


THE CARTER’S INK COMPANY 


CAMBRIDGE 42 BOSTON, MASSACHUSETTS 
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hen competition gets keen... when buy- 
‘ers compare... sales depend on quality of 
product! 


For years Schweitzer have been safeguard- 
ing the quality of best-selling carbon papers 
by supplying the finest papers for carboniz- 
ing that modern science can create. 


Only paper of the proper degree of absorb- 


PETER J. 


Mills at: 


LARGEST SPECIALIZED PAPER 


SCHWEITZER, 


Elizabeth & Spotswood, N. J. 


LABORATORIES IN 


ency, uniform texture and freedom from im- 
purities can assure you of uniform absorption 
in the coating process. Only paper created 
specifically for its use can give satisfaction 
in performance. 


Carbon Paper Manufacturers who insist on 
the best insist on Schweitzer Paper for Car- 
bonizing—TOPS BY TEST for absorbency, 
purity, strength, and uniformity of texture. 


IN Cc. 
Address inquiries to Elizabeth, N. J. 


THE UNITED STATES 
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They begin where mere adding machines leave off 


y > % YOUCAN CALCULATE 
WITH NEW VICTORS 


New Victor Custom models are more 
than just adding machines. They do many 
important calculating jobs, too—thus sav- 
ing the extra cost of more expensive ma- 

chines that need trained operators. 
Victor Custom models do such im- 
‘Te Oouhlomn, portant calculating jobs as figuring op- 
10-key Keyboard rating and budget ratios, comparative 
Totals 999,999,999.99 sales percentages, profit and loss state- 
ments and many other figure problems. 
They add, subtract, multiply, divide, auto- 
matically compute credit balance and 

print results on the tape. 





[DM 0987654321 @Q)\ 


Movable Decimal Marker Speeds 
Calculation—Exciusive with Victor. 
Point off decimal places by pre-setting 
the marker. Eliminate counting col- 
umns on tape. Speeds calculating, mul- 
tiplication, division, addition and sub- 
traction of decimal equivalents. 





®eeeeeeseeaeeeeeeee® 


Full Keyboard @eeeevoeveeeeee eee eeeeeeee eee 
Totals 999,999,999.99 There are 42 basic Victor models. 
To learn how Victor can give you extra 

Calculating Jobs without service on your figuring problems mail 

Trained Operators — Thats coupon or call the Victor Branch or 

the “Plus” We get from Dealer listed in Classified Phone Book. 


Vietor Adding Machines. 


Victor “an. Machine Co. 

Chicago 18, Ill., Dept. OM-6 

CO Please send me free new booklet “Secret 
of Speed.” Tells how Custom machines do 
many important calculating jobs. 


G Send me free information on complete 


ictor line. 
Name 
Company Name. 
Address 

City State 


PrrrrrrrefrrtertrttllLT lL. LLL 





VICTOR ADDING MACHINE CO. AL@[') 


Chicago 18, Ill. HAS WHAT 
The World's Largest Exclusive 
Manufacturers of Adding Machines IT TAKES 











Kee ew wwe ewe ewe wees 
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SURPRISE! 


Ever know it to fail? 


A whole storeroom of forms A to Y 
inclusive, but form Z—the one you gotta 
have right now—is fresh out. 


Sure, you have to be bothered with 
stock forms. Everybody is. But why not 
make things easier for yourself? Keep a 
small supply of Colitho Offset Master 
Plates on hand and they’Il see you through 

our hours of need. Blank Colitho Plates 
. . . either single sheets, or continuous. . . 
re a handy short-cut to hurry-up forms 

. . plain forms for later fill-in, or special 


forms complete with information to give 
you any number of accurate, uniform 
copies. 

When you're caught short for a form, 
type it or draw it on a Colitho Paper Plate. 
You can tabulate the information right on 
the plate and then complete the form by 
hand. In a matter of minutes you can run 
off hundreds of copies on an offset dupli- 
cator. 


Colitho Plates are making life a lot more 
pleasant for many business people right 
now. If you’d care to know all 
about their time and temper-saving 
features—well, we'd sure like to 

hear from you. 


COLUMBIA RIBBON & CARBON MFG. CO., Inc. 
Main Office & Factory: 
101-6 Herb Hill Road, Glen Cove., L. I., New York 
New York Sales and Export: 58-64 West 40th Street 
Branch Offices and Distributors in principal cities 
Consult your local Telephone Classified Directory 


) OFFSET MASTER PLATES 


Colitho plates and supplies make any 
offset duplicator a better duplicator. 
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C.P.4. PROBLEMS AND QUESTIONS IN THEORY 
& AUDITING by Jacob B. Taylor & Hermann 
C. Miller. McGraw-Hill Book Co., New York, 
pp. 598, $7.50. 

This third, revised edition contains 
new problem material from various state 
and AIA examinations. The appendix 
contains the complete uniform C.P.A. 
examination of May 1950. The text re- 
flects new trends in accounting, espe- 
cially budgets, governmental work, re- 
organization and revaluations. 


MANAGEMENT OF INDUSTRIAL INVENTORY by 
Benjamin Melnitsky. Conover-Mast Publica- 
tions, New York, pp. 278, $4.25. 


Based on the experiences of many well 
known firms with a subject about which 
there has not been too much published in 
book form. Although the physical aspect 
of handling materials is covered, the ma- 
jor part of inventory control is clerical 
work. So, much of this book is de- 
voted to office systems related to the 
subject. 


MODERN OFFICE APPLIANCES. Office Appli- 
ance Trades Assn. of Great Britain & Ireland, 
London, pp. 372, 15 shillings. 

The text of this fourth, postwar, edi- 
tion contains a brief history of each type 
of office equipment followed by a de- 
scription of the modern models available 
in Great Britain with over 350 illus- 
trations of various makes of equipment. 
The characteristics and uses of all office 
equipment are fully described and a list 
of manufacturers is given, as well as 
the names and addresses of all members 
of this association of distributors. This 
work should prove interesting to Amer- 
icans and valuable to British office 
executives, 
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A Ritchie Air Cushion 
BELONGS 


Under Every 
Office Machine 





AIR-CHAMBER—> 
stops vibration... 
softens touch 


SPONGE RUBBER—> 
Absorbs noise 


@ At last—an attractive pneumatic- 
type cushion that definitely softens 
the clatter of typewriters — 
and electric) . . . adding machines . . . 
and all business machines! 


@ And more than that... the ; 
RITCHIE AIR CUSHION eliminates 


fatiguing and costly vibration! 


@ That is why there is a genuine need © 
for a RITCHIE AIR CUSHION under ~ 
every machine in the office! It's an~ 
inexpensive investment in office effi- 
ciency that will pay big dividends in ~ 
fewer errors caused by jangled nerves © 
. .. and higher production . . . better 
morale! 

DEALERS: The effectiveness of the RITCHIE 
AIR CUSHION offers unlimited sales and profits 
to wide-awake dealers. Write for prices and 


discount data on this EASY TO SELL office 
necessity. 


If your dealer carnot supply you, write 


W. H. RITCHIE COMPANY 


2555 North Sydenham Street 
Box 6924, Philadelphia 32, Pa. 





Let us lick 
_ your peak-load 
problems 


quick, economical way 





ike any other business, yours 
robably runs head-on into the 
roblem of peak load, overload, 
d overtime when you’re least 


brepared to handle it. As a result, 


prular routines suffer and over- 


ame costs mount dangerously. 

>» Remington Rand will take your 
Beak loads — whether inventory, 
Special payroll analyses, sales and 


Take an important step 
today in overcoming your 
peak-load, overload prob- 
lems by mailing the coupon 


Hemingtorn. Fland. 


Management Controls Reference Library, 1161 

315 Fourth Avenue, New York 10, N.Y. 

Yes, I’d like to have — without obligation — the FREE 
informative booklet 
Rand’s Punched-Card Record Services. 


cost analyses, budgets, or some 
other—and, on a complete battery 
of punched-card accounting 
machines, do the job quickly and 
accurately whatever your present 
system may be. We’ll do the whole 
job—or any part of the job— 
regardless of the size of your 
business. And, you'll save time 


and money in the bargain! 


(TM 735) describing Remington 


TITLE. 





COMPANY. 





for a free booklet contain- 


ing full information on 
Punched-Card Record 








Services. 
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Getting Started with 
Work Simplification and 
Office Standards 


WILLIAM C. PERRY 


Assistant Vice President, Retail Credit Co., Atlanta. 


N spite of the evident importance and 

apparent advantages to be derived 

from work simplification and office 
standards, there is in many quarters a 
lack of practical application. The sub- 
ject is generally accepted as being bene- 
ficial but, too often, not applied. The 
question, “Do you believe in work sim- 
plification?”’ would receive far more af- 
firmative answers than the question, “Do 
you have a program to accomplish work 
simplification?” Why should there be 
such a wide margin between the accept- 
ance of a plan that is good and its ap- 
plication? Why is the application so 
much less than the “lip service?” 

If the reasons for -mental acceptance 
and lack of physical application can 
generally be determined, we may find a 
key for better presentation, better ex- 
planation or broader understanding 
which may bring more people in man- 
agement not only the benefit to be pro- 
cured but, more important, how they 
may establish and work a vlan that will 
be consistent with their individual of- 
fices regardless of size, type of business 
or problems. 

A broad approach to work simplifica- 
tion and office standards may result in 
benefits to all individuals engaged in 
management. That benefits ean be pro- 
eured is not the question; they are ob- 
tainable. That a plan built around the 
principle can be developed is not in 
question, for a plan can be developed 
that will be workable and beneficial to 
each one. What is in question, put 
pointedly is: 

Do you realize what benefits you will 
be able to procure? 

Do you know what plan will serve 
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your purpose in your individual com- 
pany to apply the principle of work 
simplification and office standards? 

To logically find answers for these 
questions, consider the inconsistency of 
extensive preaching about this subject 
with so little real application. Why 
should so many acknowledge it en- 
thusiastically but then fail to act? It 
could be due to several reasons: 

1. Lack of understanding. 

2. Feeling that application is only for 
a large office (our individual definition 
of large too often may be just “more 
people than mine”). 

3. The idea it is too technical and 
complex (confusion may result from 
reading about process charts, flow charts, 
motion studies, ete.) The impression 
that for you individually it will be dif- 
ficult and time consuming. 

We fail to recognize and believe that 
the principle is a good one for us and 
that individually, if we aecept the 
principle, we can pattern a workable 
and profitable plan. 

What is there in it for you? How 
ean you profit? What should you do? 
To answer these questions we should first 
understand what is specifically meant by 
work simplification and office standards. 
Simply and concisely work simplification 
may be defined as eliminating all non- 
essential work and improving the man- 
ner in which all essential work is per- 
formed. An adequate definition of a 
standard is a carefully thought-out 
method of performing a function or a 
carefully drawn specification covering 
an implement, an article, or a product. 
The standard method of doing anything 
is simply the best method that can be 
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OUTLINE FOR ESTABLISHING A PROGRAM OF 
WORK SIMPLIFICATION AND OFFICE STANDARDS 
TO FIT YOUR INDIVIDUAL CIRCUMSTANCES 


(Select any or all of these steps—but Step | is a MUST.) 


|. ACCEPT and believe in the philosophy of the prin- 
ciple of work simplification and setting company 
standards. 


ll. CONDITION. 
A. Yourself. 
B. Management. 
Cc. Employees. 


ill, PREPARE. 


A. Inform yourself. 

B. Learn about tools available and their use. 
C. Teach know-how to others if necessary. 
D. Use common interest of NOMA members. 


iV. APPLY. 


(Regardiess of depth of your own program, always follow this pattern of sagtanton 
whether you 7 it in an elaborate fashion or a more simple recording by notes 


A. SELECT STUDY. 
B. ACCUMULATE INFORMATION. 

1. State problem. 

2. Write objective to be accomplished. 

3. Write down in detail each step now being followed. 
C. QUESTION. 


1. WHAT is to be done? 
WHAT are the steps? 
WHAT does each step do? 
WHAT are surrounding facts? 


2. WHY is this step necessary? 
WHY should it be done? 


3. WHERE should it be done? 
4. WHEN should it be done? 
5. WHO should do it? 


6. HOW is the best way to do it? 
HOW can it be done better? 
HOW can it be made easier? 


D. REASON OUT LOGICAL SOLUTION. 
E. TEST OUT NEW METHODS AND NEW STEPS. 
F. RECORD NEW METHOD 
1. For convenience. 
2. For uniformity. 
3. For a COMPANY STANDARD. 
IF IT'S RIGHT, WRITE IT! 
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devised at the time the standard is 
drawn. This definition applies to the 
best methods, best implement, best 
article; and the quality of a produc}— 
for your company at the time the stand- 
ard is drawn up. 

These are two separate subjects but 
so closely related that for our discussion 
they should be considered in respect to 
each other. We have on the one hand 
the principle of doing work in the 
simplest fashion; and on the other hand 
company standards of performance, 
quality and quantity, to be accomplished. 

The funetion of the office is render- 
ing of service to the organization. It 
must perform and furnish what is 
needed, when needed, and of the proper 
quality, at a minimum of cost. To carry 
out this responsibility management deals 
with people, materials and time. Cer- 
tainly in this case time is money. Of 
these, people are the most important in 
that they perform well, we hope, but at 
times poorly. They are responsible for 
the quality of performance and their 
services are costly—a high percentage of 
all office cost. Their value is in direct 
proportion to the quality of their man- 
agement. We accept their importance 
because without them we could not 
operate. Management has a respon- 
sibility for them. We recognize this 
responsibility and accept the obligation. 
It is significant that our NOMA’s Code 
of Ethies reads, in part: “That I have 
an obligation . . . to assure the progress 
and contentment of those who work 
under my supervision. . . . I will counsel 
and guide them in their efforts to ad- 
vance and I will help those whose short- 
coming I may correct.” We assume the 
responsibility for contentment, progress, 
guidance, correction and advancement. 
A neat, concise package of good em- 
ployee relations. 

On the negative side many of us have 
been prone to complain of attitudes, in- 
efficiencies, reluctance to accept respon- 
sibility, and disregard for turning out 
an honest day’s work. It has been easy 
for us to criticize. Let’s forget our 
criticism and accept the challenge that 


Tue Orrice—June, 1951 


if those conditions do exist we will find 
ways to correct or overcome them. It 
takes no prophet to picture future dif- 
ficulties of high turnover, personnel hard 
to get, training, building morale, and 
keeping down costs. In essence, if costs 
and employee relations have been im- 
portant up to now, we may expect the 
problem to become still greater in the 
immediate future. I submit that a work 
simplification and standards program 
will help in molding better employee re- 
lations and in keeping down costs 
through better performance by people. 
The logie of this approach is borne out 
by carefully considering people in re- 
spect to such a plan. 

In spite of evidence that “people are 
not like they used to be”, I wish we 
individually and_ collectively would 
change our attitude, if such it is, to a 
positive slant. Wouldn’t we be better off 
if we had greater understanding of their 
desires and ambitions? Their hopes and 
innate characteristics may not have been 
sparked to lead them in the right di- 
rection. Wouldn’t we all develop better 
employee relations if we assumed we 
were as they when we started in the busi- 
ness world? We wanted to excel. We 
desired to be better than, or as good, as 
the next. We wanted to be depended 
upon and feel that we were needed and 


belonged. We wanted to be paid more, = 


realizing that we had to be worth more. 


Don’t forget that we were helped along 7 


RE RN nacre om cose 


PRET ie ge. ye 0i iar, atc 


the way by many who “managed” us. If 7 
we accept that people today are merely ~ 
reflections of us in the past won’t we 7 
more quickly have better employee rela- ~ 
tions? I don’t doubt that some will be © 


quick to argue that they are not as we 
were. Even if that is true, our progress 
in making for better relations with them 
will be speedier, more wholesome, more 
sincere, by not trying to prove they are 
different but by believing they are the 
same. Improved morale and better em- 
ployee efficiency results in reducing 
costs. 

Specifically, how will work simplifica- 
tion and office standards help us with 
people and, through their improved per- 
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formance, eut costs? Such a plan helps 
us materially to determine the individual 
help we need to give them and, by plan- 
ning, helps to insure the factors in- 
fluencing employee morale. In 1947 the 
National Industrial Conference Board 
conducted a study in respect to factors 
influencing employee morale. The study 
showed that the most important factors 
from the viewpoint of clerical workers, 
listed in order of importance, were: 

1. Opportunities in the company for 
advancement. 

2. Job security—employment stabili- 
zation. 

3. Compensation. 

4. Type of work. 

5. Practice of informing employees of 
their job status (both their success and 
failures). 

These are the factors that individual 
mployees felt were the most important 
f a total of 71 factors listed. These, 
rith their emotions and fears, their am- 
itions and hopes, their worries and de- 
ires, are important to them. It is fair 

assume that if management acts along 
ines which influence these factors in a 


avorable light in employees’ minds, con- 
iderable will have been done to improve 


orale. Conversely, if management 
verlooks doing what should and can be 

ne, poor employee relations and corol- 
ry higher costs will result. 

7 Any means to help accomplish ful- 
ling these desires is worth considering. 
riefly consider each of the five points 

respect to work simplification and 
ndards—doing all work in the least 
plicated fashion, and having stand- 

ds as to what to do and how to do it. 
1. People generally feel they pro- 
gress faster in a progressive company. 

Finding the best way, and knowing what 

standard accomplishment is, marks a 

company as progressive. With a planned 

approach, such as this, they feel they 
have the opportunity of having their 
performance measured and with the how 
and what of other jobs being laid bare, 
they have the opportunity of reaching 
up to the next one. 

2. Not only must the business and the 
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job be long lasting but the individual's 
job must be secure. Employees are im- 
pressed if they know that their in- 
dividual job is important and the com- 
pany and type of business, stable. The 
plan we are discussing emphasizes the 
importance of the job. While it does 
not directly insure stability of the busi- 
ness or company, it does show that the 
company knows its business. 

3. Cynics among us may feel that 
people today want a lot for nothing. 
Many, many people however, have the 
realization that compensation is in ratio 
to performance. They know that being 
taught the best way results in the great- 
est and best performance. We know the 
better the performance, the better the 
compensation. 

4. Our plan cannot change the type 
of work and helps this factor but little. 
In a larger organization, a standards 
program might indicate a more desirable 
type of work for a particular individual. 
This would not be true in smaller offices. 
Our attention being focused on benefits 
to all offices regardless of size, we will 
pass this point as not being helped by 
this program. 

5. Office standards permit the meas- 
urement of performance and this factor 
is strongly influenced by our plan. Not 
only can suecess or failure be covered 
with each employee but the degree of 
success or failure and, more important, 
the reasons for it, can be outlined. This 
plan not only enables a supervisor to 
know, but an employee knows quality 
and quantity to be procured and the best 
way to do it. His or her success or 
failure is recognizable by the employee 
with resultant self stimulation. When 
performance is discussed by the super- 
visor, there is no question as to inter- 
pretation nor fairness. 

We see that in four of the five factors 
influencing employee morale, this sub- 
ject contributes greatly to accomplishing 
what is needed. It is not the whole 
answer, but it is a strong contributing 
influence. This builds a case then for 
such a program when looked at through 
employees’ eyes. 
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The NOMA Schulhof Awards 


THE OFFICE Magazine’s Schulhof Awards were increased this year to two 
Series E $100 U. 8. Savings Bonds. The awards are made to the two mem- 
bers of the National Office Management Assn. whose addresses before local 
NOMA Chapters are adjudged best of the year by a special NOMA com- 
mittee. The current awards cover papers presented during the year com- 
mencing April 8, 1950. The awards were first made in 1944. 

To be eligible for an award, papers must deal primarily with office or- 
ganization, operation and management. According to William Smith, chair- 
man of the Schulhof Awards Committee, the texts of the papers are judged 
against the following questions: 

1. Is the paper related to office management ? 

2. Is the paper applicable to few or many sizes and types of offices? 

3. Does the paper present usable information and constructive suggestions? 

4. Does the paper present new ideas or a new slant on old ideas? 

5. Is the paper obviously inaccurate or misleading, or is it substantiated? 

3. Is the paper up-to-date, of only temporary value, or of all-time value? 

7. To what extent is information organized and easy to understand? 

8. Does the paper publicize or bring favorable attention to NOMA? 

Talks by any member, except current officers and directors, may be entered 
in the competition. If two or more addresses are entered by one member, 
one is chosen by the judges for the final competitions. Since addresses pre- 
sented in panel discussions are not considered comprehensive, they are in- 
eligible for the awards. 

Two copies of each paper entered are sent to the Staff Director of Field 
Services Division, at the NOMA National Office. The papers are officially 
entered and forwarded to the Schulhof Awards Committee where they are 
judged according to standard procedure by a three-man board. In addition 
to Mr. Smith of LaSalle Extension University, Chicago, the committee com- 
prised Emma Lee, Johns-Manville Corp., San Francisco; and Ray G. Guignion, 





L. A. Young Industries Ltd., Windsor, Ont., Canada. All 
committee are past president of their local chapters. 


members of the 








There are more benefits from your 
viewpoint in dealing with employees that 
make it particularly valuable. The 
major responsibilities of office manage- 
ment may be listed as: maintaining qual- 
ity, keeping down costs, meeting sched- 
ules, getting employees to grow and ad- 
vanee, getting and maintaining produe- 
tion, keeping down turnover, training 
people, building morale. To do these 
things, which must be done, a work 
simplification and standards program is 
one of the best means. 

Accomplishments are gained through 
people. It is a responsibility of man- 
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agement to see they are given the op- 
portunity of enjoying the satisfaction 
of work well and efficiently done. People 
unable to perform satisfactorily are not 


happy. They have the right to know 
what satisfactory performance is and 
how to render it. They have the right 
to know wherein they fail, in order to 
take the necessary steps for improve- 
ment. They have the right to expect that 
the measuring rod for performance will 
be a fair one applied alike to all on the 
same type of work. 

Management has the right to expect 

(Continued on page 103) 








MINNEAPOLIS-MOLINE COMPANY 


STANDARD PRACTICES AND PROCEDURES 
inpex No. 1101 
PAGE 
pate 3-20-50 
II. Contemplated Change (Pre-Approval) 


Preliminary notice of intention to make a major design change 
should be given by the chief of the Design Engineering Depart- 
went involved, in a Ee use of Porm 1851, Contemplated 
Change in Design (see Procedure 1108). All instances in which 
Porm 1851 is used do not develop into changes of sufficient 
importence to occasion circularization of Porm 335, but Form 335 
should be preceded by advance notification vis Form 1851 in 
accordance with Procedure 1108. 








III. Changes in 


A. Suggesti porn 
develope 5/16/60 
product MINNEAFPOLIS-MOLINE COMPANY 


oe STANDARD PRACTICES AND PROCEDURES 
manufact & 


moex wo. 1101 
Porn PAGE 1 
Desiga i svayect: APPROVAL FOR CHANGE IN DESIGR ee 


Project Revised 
be fille 


for item . 

evailedl CORCERNS : 

1. Origi Lake Street Hopkins cone Main Office 
circu) Engineering Engineering Plant Manager* Advertising (3) 


folloy Plant Supt.* Plant Supt.* Prod. Control (2) Cost (4) 
Pr Prod. Control (3) Prod. Control (3) General Sales 


Manager 

ou 4 Parts Catalog 
Pres. & Gen. 

Pi a“ 
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Moline 
Engineering 
Plant Manager* 
Prod. Control (2) 


ee Ref: 335, 1851 


I. Introduction 


A. Management final approval is required on all so-called major 
€hanges in design iS hereinafter defined) involving either 
the creation of a new product or important changes in an ex- 
sisting one. Form 335, Approval for Change in Design, is used 
for this purpose. 








Major changes in design are specifically defined as follows: 
1. Design of new products, new optional, or new special equipment. 


2. Design changes obsoleting important advertising material, 
particularly photographs and movies. Outward appearances 
are affected to the extent that new cuts, etc., are desirable. 


Design changes affecting inter-plant relationship of bundles. 


Design changes involving more than (a) $1,000 as an expenditure 
on manufacturing facilities and/or (b) increase or decrease in 
unit manufacturing costs of over $2.00. 


5» All changes resulting in the change of a bundle number. 


All changes which meet one or more of the above described tests 

must be regarded as major changes; all other changes will be regarded 
as minor (not requiring final approval of Management) unless Engineer- 
ing decides that approval is desirable. 











Two pages of a duplicated procedure written in the author's office. (see page opposite). 
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Get Your Procedures READ! 


DONALD PEDDIE 
Systems Department, Minneapolis-Moline Co., Minneapolis. 


cedures are to be written clearly and 

concisely. It may not even be enough 
to do just that. Perhaps you should 
give some consideration to a simplified 
approach to systems and procedures 
with an emphasis on the management 
control concept. 

Establishment and maintenance of 
standard office practices and procedures 
are recognized as essential to the sue- 
cess of business organizations. Even 
as a company expands its ability to pro- 
duce or render services, it must cope 
with an inereasing variety and com- 
plexity of operating routines. The effort 
to standardize and control many of these 
routines through written practices and 
procedures in an official company vol- 
ume or volumes is being made by a 
growing number of organizations. 

But perhaps the thickness and num- 
bers of their manuals are growing too. 
A shelf of manuals dealing with all the 
clerical routines of the company from 
everybody’s point of view except that 
of management gives many answers and 
probably makes it easy to learn how 
to fill out the forms. But has all of this 
really presented systems in its proper 
place? Should the procedures manual 
serve first and foremost as a clerical 
handbook or as a tool of management 
control? 

If the management control value of 
systems is accepted as being important, 
it is worthwhile probably to consider an 
approach to procedures which is de- 
signed to highlight the relationship of 
systems and operating control. Even at 
the risk of appearing to rush from one 
brush fire to another, we are suggesting 
a departure from the departmental pro- 
cedures type of manual and considera- 
tion of the special problem approach. 

Procedures coverage should undoubt- 


|: is not enough to say that your pro- 
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edly be tailor-made, designed to satis- 
fy the individual company’s specific 
needs. In our case it was decided that 
the procedures volume would be largely 
concerned with routines which directly 
involved two or more company divisions. 
However, the fact that an intra-divi- 
sional practice or procedure has signifi- 
cant management control implications 
may necessitate that it be covered also. 
There is no emphasis on accounting 
routines despite the fact that the volume 
is prepared by the so-called Accounting- 
Systems Department. 

It was believed that this inter-depart- 
mental problem approach would uncover 
the subjects which were most in need 
of attention. Detailed departmental 
write-ups, sometimes known as depart- 
mental manuals, might come later. Or 
perhaps they would not even be neces- 
sary except in special cases. 

The procedures volume itself can be ~ 
organized by operating divisions, by ~ 
major functions, and perhaps along ~ 


other lines. In our case it was decided 7 
to establish divisional breakdowns and ~ 


to group important functions under each 7 
division. The following divisions were ~ 
established. (Excluded from considera- ~ 
tion were personnel and industrial rela- ~ 
tions procedures, which were handled in ~ 
a separate volume) : 

1. Administrative Management; 2. 7 
Design Engineering; 3. Factory Man- 
agement; 4. Financial Management; 5. 
Industrial Engineering; 6. Purchasing; 
7. Sales Management; 8. Traffic. 

It was further decided that any given 
subject would be presented but once in 
the volume and would not be slanted es- 
pecially for each of the company divi- 
sions involved. This in itself tended to 
give the write-ups a management control 
theme. A noticeable result was a thin 
volume and one volume only, an objec- 
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tive worth almost any sacrifice. The 
reader is automatically exposed to what 
each department does, thereby planting 
the seed for personal development in the 
company. 

This subjective rather than depart- 
mental approach made it necessary to 
classify all procedures in terms of basic 
interest to or responsibility of one divi- 
sion. This appeared to he consistent 
with the plan of setting up key pro- 
cedures instead of departmental manuals 
and eased the maintenance problem. De- 
ciding upon the one division with basic 
responsibility even on the most com- 
plicated of inter-divisional procedures 
did not present any problem, in fact, 
it provided a valuable exercise before 
developing the outline of the individual 
write-up. It directed emphasis where it 
belonged. 

As a matter of 


identification each 


procedure was assigned a four digit 

number : 

1. The first digit is to designate the 
division to which the function be- 
longs. 

2. The second digit designates the 


particular function. 

3. The third and fourth digits desig- 
nate the individual subject. 

An example of the indexing system 

follows : 

Index Number 2101 

Division 2. Factory Management 

Function 1 Planning and Schedul- 
ing 

Subject 01 Manufacturing Author- 
izations 

For ease in locating desired material 
here are tables of contents and alpha- 
betical indexes. 

Responsibility for investigation and 
research work on procedures rests with 
the accounting-systems personnel, but 
as a practical matter there may be some 
situations in which other departments 
supply: all necessary information or 
simply turn over departmental bulletins 
which now come within the scope of the 
new procedures volume. In such cases, 
accounting-systems adapts the material 
to the standard presentation and style 
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of its book. 

In our organization there is consider- 
able collaboration between a special en- 
gineering standards committee and aec- 
counting-systems. Technical releases 
from this committee appear in separate 
engineering standards volumes, but all 
work of a procedural nature emanating 
from this committee is channeled 
through the office procedures volume. 

Accounting-systems is a staff depart- 
ment which is careful not te usurp re- 
sponsibilities of the operating depart- 
ments. The latter decide upon or recom- 
mend changes in basic policies and pro- 
cedures and will commit them to writing 
when necessary. Accounting-systems is 
responsible for developing, issuing, and 
maintaining the procedures on a cur- 
rent basis. 

Each procedure has an introductory 
section which is to include a brief state- 
ment of the company policy, if any, on 
which the procedure is based or any 
reason for the procedure plus any other 
special information. 

The body of the procedure is to be 
presented in outline form conforming 
to the following lettering system: 


iB 
1. 


(a) 
(1) 
(a) 

To be most effective, the writing itself 
must be beyond reproach from the 
standpoint of logic and clarity. The 
writer should express his thoughts in a 
manner to maintain the sequence of 
ideas, taking care that no statement has 
more than one possible meaning. Any 
necessary definitions of terms should be 
simple and direct. 

Uniformity of style and consistency 
in details of appearance of copy are im- 
portant, with the following rules serving 
as useful guides: 

1. Procedures are to be written in the 

third person. 

2. Standard abbreviations are to be 
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Production control department in the Como Plant of Minneapolis-Moline Co. 


used but only where necessary to 
conserve space (provide a sample 
list). 

The company name is never ab- 
breviated. 

Certain words must always be capi- 
talized (provide a sample list). 


In certain cases there are preferred 
words or phrases to use (provide a 
sample list). 

There is a prescribed way to pre- 
sent each cardinal or ordinal num- 
ber, varying with the type of situa- 
tion (i.e., cardinal numbers from 
one through ten are to be written 
in full, while Arabic symbols 11, 
12, 13, ete. are to be used for num- 
bers over ten). 


One of the most troublesome problems 
involved in the creation of a worthwhile 
procedures book concerns distribution. 
Some of the people in the organization 
should receive copies of all releases, and 
the establishment of such a list of key 
persons should not pose a serious prob- 
lem. These people receive one copy of 
each procedure. After that, however, 
the opportunity for uniformity vanishes. 

Each procedure concerns, directly or 
indirectly, two or more divisions of the 
company, and the problem is to circulate 
appropriate procedures to the interested 
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supervisors and assistants. Perhaps the 
distribution to key personnel covers all 
the necessary people, but usually it does 
not. These key people invariably fune- 
tion at a level above involvement in 
daily routines and wish to have persons 
on the next lower supervisory level as- 
sume such responsibility. This calls for 
extra copies in quantities varying with 
every procedure. 

The result is considerable detail in 
distribution work, but it appears to be 
worth the effort. A list of divisions 
and/or departments concerned heads 
each procedure. Divisions or depart- 


ments represented by an individual on 7 
the key list are included here only if the 7 


procedure concerns them. 

No effort should be spared to make 
the original procedure as revision-proof 
as possible. Little can be done in the 
way of anticipating changes in content, 
in fact a certain amount of change may 
be very healthy. It probably indicates 
either (a) legitimate complaints that 
might not have arisen without formaliz- 
ing the procedure in an approved or 
(b) improved thinking applied to the 
problem resulting from practical ex- 
perience. 

But an attempt should be made to 

(Continued on page 78) 
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From Mike 
To Mail 
In 2 Hours 


Here is how the University of Chicago 
ds complete texts of its Round Table 
days, 1:30 p.m., NBC) news program to 
daily newspapers two hours after the 
gram goes off the air. 


Authorities appearing on the program do 
not use scripts, so a wire connects radio sta- 
tion WRC with the offices of Ward & Paul, 
court reporters. There a Dictaphone Time- 
Master (above) records the broadcast. Plas- 
tic Memobelts are immediately transcribed 
at left) every five minutes. Stuart Haydon 
lower left) edits and checks the completed 
text using the recording for reference. Masters 
are typed from the corrected manuscript, 
spirit duplicated on Standard Duplicators 
(below), collated and airmailed special de- 
livery. Editors of newspapers across the coun- 
try receive their copies before Monday noon. 
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Using Live Case Material 
For Supervisor Training 


BERNARD MINTZ 
Coordinator, Office Management & Supervision Courses, City College, New York. 


the case method is employed it is usu- 

ally handled in the following manner. 
The instructor or conference leader 
presents the details of a problem situa- 
tion either orally or in written form. 
For example: “Two of your employees 
come to you and as representatives of 
the entire group they express resent- 
ment against a fellow employee. The 
complainants are concerned with the 
general uncooperative attitude and lack 
of production of the offender. This is 
the first indication you have had of un- 
satisfactory performance of this ‘of- 
fender’.” The presentation of the case 
detail is followed by two possible courses 
of action. 

(1) Group discussion to arrive at an 
answer to the query, “What would you 


Je: most training situations in which 


do?” (2) Individual written analysis of 
the situation for presentation to the in- 


structor for his evaluation. In either 
case, the objective is to come up with an 
acceptable pattern of supervisory ac- 
tion which would make for sound han- 
dling of the problem case—a solution. 

This customary approach does much 
to destroy the effectiveness of the case 
study method because of the very arti- 
ficial conditions of its presentation. The 
case itself is-not real to the group and 
therefore its solution loses significance. 
Is a solution per se what we are really 
after? Is there only one solution? Is 
there a best solution? What we really 
seek to develop is an ability to analyze 
a problem situation and come up with 
a decision upon which a course of action 
can be based. How do we achieve these 
results ? 

We begin with the premise that the 
best case materials are those which arise 
out of the real problems confronting 
the members of the conference group. 
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In the first session as a part of the 
group orientation to the program the 
conference leader asks the participants 
to submit their “live” problems. What 
group of supervisors cannot provide a 
plethora of these? Achievement 1: our 
case materials are real and practical. 

The case is presented orally to the 
group by the participant “owner” of 
the problem. This is followed by the 7 
owner’s analysis of the situation. Then ~ 
the entire group goes to work on the ~ 
problem. The analysis pattern which is © 
followed is an attempt to find the 
answers to the following questions: 

(1) What do I want to accomplish? 

(2) What are the facts? 

(3) Is this the whole story or do IJ 7 
need additional facts? z 

(4) What possible actions are there? 7 

More often than not this analysis | 
will show that there is more than one 7 
sound possible action that can be taken. ~ 
The group weighs and decides the possi- © 
bilities of each. In this evaluation much © 
attention is paid to possible reasons 7 
for failure of each course of action. 7 
The action with the best possible chances 7 
for success is then chosen. Achievement 7 
2: we have been forewarned of pitfalls. 7 

Now the supervisor takes his decision 7 
back to the job and carries out the ac-7 
tion. He makes a practical application © . 
of this group thinking. However, this 
does not conclude the extent of the 
group interest in the problem although 
it does give us achievement 3: practical 
application. 

As soon as the supervisor is able to 
determine the success or failure of the 
agreed upon action, he reports on the 
results at a subsequent session of the 
group. Out of the brief post-mortem 
which follows failures a further course 
of action is usually determined. Under 
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the guidance of a skilled conference 
leader the group’s batting average on 
success is generally quite high. Achieve- 
ment 4: learning how the action worked 
out. 

This adaptation gives us “live” case 
material, a preview of solution pitfalls, a 
chance to make a practical application 
of solutions and an opportunity to check 
the effectiveness of the action taken. 
Our experiences with this method in our 








E have had our eyes opened, by the 

New York University Paperwork 

Simplification Program, to the ter- 

© amount of wasted energy and dol- 

l that are often expended most un- 
essarily in offices. 

We intend to analyze all of our office 
procedures and jobs to determine why 
we are doing the work we do and, if 
the work must be done, what is the best 
way for us to do it. Without going into 
detail, I am summarizing some of the 
things upon which we are concentrating. 
We feel that other managements would 
be as surprised as we were if they were 
to take time to investigate their own 
offices. 

1. By eutting across departmental 


company conference programs in super- 
visory techniques, with both office and 
plant supervisory groups, lead us to 
believe that it is much more effective 
than the standard case study technique. 
This course in supervisory techniques 
is one of a series of training programs 
conducted by the Evening and Extension 
Division as a segment of the college’s 
policy of cooperation with business. It 
brings to a company a 10-session, 20- 
hour program in supervisory training, 
tailor-made to fit the specific needs of 
the company, and provides a skilled con- 
ference leader to conduct the sessions. 
Developmental discussion, role-playing 
techniques and motion pictures from our 
audio-visual-aid library are used in addi- 
tion to case studies. 





Profits from 


Office Analysis 


WALTER V. SMITH 
Accounting Dept., 
Stokes Molded Products, Inc., 
Trenton, N. J. 


lines, we have found that additional car- 
bon copies have saved some supervisors 
copying time. 

2. We have learned that our number- 
ing machines will number 1 up, rather 
than 000001, etc. 

3. We are filing some of our 814” x 
11” ecards upright in a file, rather than 
laying such cards on their sides. 

4. We are trying to fit our adding 
and calculator machine operators with 
the chair and desk that will enable the 
operator to be comfortable—and do 
more work. 

5. We are determining the proper 
machine for the job. We know that 
some machines cost us unnecessarily 
every time they are used for work that 
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No matter how you look at it— from the standpoint of dependability, of dura- 
bility, of quality, or of price—a Burroughs gives you more. Burroughs adding 
machines are built by master craftsmen to perform better for a longer time . . . 
are designed to give you the answers you need in the surest, simplest, thriftiest 
way possible—and to keep on giving them for years and years. So, be sure 
it’s the best—be sure it's a Burroughs. Call the Burroughs office near you 
today. It's listed in the yellow pages of your telephone book. 


BURROUGHS ADDING MACHINE COMPANY, DETROIT 32, MICHIGAN 


WHEREVER THERE’S BUSINESS THERE'S 








could be better done on a different ma- 
chine. This means doing some work on 
key-driven machines that was previously 
done on rotary type calculators, and 
vice versa. Electrified typewriters have 
replaced manuals on some typing sta- 
tions. 

6. We are making use of colored pa- 
per to do a job for us on multi-copy 
work. We are also using paper which 
is easiest on the eyes of our employees 
—this means getting away from black 
detail on white paper. 

7. We have simplified our figure work 
in that we have adopted the idea of 
omitting the cents on much of our in- 
ternal figure work. We are making 
more use of figures stated in hundreds 
or thousands of dollars. 

= 8. We are taking more calculated 
risks in that we are not checking every 
extension, typing and posting operation, 
here the chance of error is small and 
here, if an error does occur, it is of 
ittle significance. 


9. Form design will come in for eare- 
ul study. As one who has typed thou- 
nds of freight bills for various truck- 
g companies, I know that with few ex- 
eptions the bill of lading form of most 
mpanies could be improved, e.g., if 
our bill of lading is prepared on a 
pewriter, why have many black hori- 
ntal lines on the bill of lading. Lines 
e O.K. if they are for someone to 
ite on manually. 


10. We are investigating better meth- 

s of sorting, filing and collating. 

We have found that many typists are 

ot aware of the features on our type- 
writers, even though some of these fea- 
tures are 20 years old. When we come 
to look for a manual which should have 
been received with the machine, it is not 
available. I blame the equipment sales- 
men for a part of this. Too often the 
salesman is more interested in making 
the sale, than following it up and seeing 
that the customer is getting all the use 
of the machine that has been built into 
it. If the salesman did the latter, he 
might be pleasantly surprised with the 
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unsolicited orders he would receive. 

We have been accused by some of our 
supervisors of turning things upside 
down, but we feel that we are turning 
things right-side up. There is a tre- 
mendous amount of work to be done, 
and there will continue to be. We feel 
that the best way is yet to come; we can 
only hope to make improvements. 


National Conference 
& Exhibit Calendar 


American Society for Personnel Ad- 
ministration, Statler Hotel, New York, 
June 7-8. 

American Management Assn. General 
Management Conference, Waldorf-As- 
toria Hotel, New York, June 7-8. 

National Assn. of Cost Accountants, Pal- 
mer House, Chicago, June 24-27. 

National Office Machine Dealers Assn., 
Statler Hotel, Detroit, June 28-30. 

CIOS, International Management Con- 
gress, Brussels, Belgium, July 5-11. 

National Secretaries Assn., Shamrock 
Hotel, Houston, July 18-21. 

National Stationery & Office Equipment 
Assn., Stevens Hotel, Chicago, Sept. 
22-26. 

Life Office Management Assn., 
water Beach Hotel, Chicago, 
24-26. 

Controllers Institute. Waldorf-Astoria 
Hotel, New York, Sept. 30-Oct. 3. 

American Institute of Accountants, Chal- 
fonte-Hadden Hall, Atlantic City, Oct. 
7-11. 

Institute of Internal Auditors, Roosevelt 
Hotel, New York, Oct. 14-16. 

National Institute of Governmental Pur- 
chasing, Shoreham Hotel, Washington, 
Oct. 21-24. 

National Assn. of Bank Auditors & Con- 
trollers, Roosevelt Hotel, New Orleans, 
Oct. 22-25. 

National Business Show, Grand Central 
Palace, New York, Oct. 22-27. 


Edge- 
Sept. 
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MORE EFFICIENCY 
Tor everyone 1h your office 


with low-cost, dependable stapling equipment 


Handy desk stapler fastens up to 
32 sheets of 16-lb. bond... A plier- 
type stapler that speeds up filing and 
other fastening jobs away from the 
desk... A fast tacker for posting 
notices, tacking on drawing boards 

.. A speedy staple remover for 
separating stapled papers quickly. 

Remember, too — Bostitch makes 
the world’s finest office staples. It 
pays to standardize on Bostitch. 


For complete information, call in 
your local stationery supplier or 
use coupon. 


BOSTITCH 


AWo FASTER 
fastens it better, with wire 


Trade-Mark “Bostitch” Registered U. S. Patent Office 
and Foreign Countries 
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BOSTITCH 
BSR STAPLER 
with attached Staple 


Remover Does Four 
Different Jobs 


BOSTITCH GIA 
Staple Remover 


For use with other staplers. Powerful 
grip removes staples from thick and thin 
work with ease. Staple is held firmly until 
out. Every desk should have one.. 


BOSTITCH af 
668 Mechanic St., Westerly, R. 1. | 


Plea that | get complete details and quantity 
prices en Bacibdh B-Line Staplers and Gtabbes. J 


er a a 
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Learning Third-R on Machines 


7 to 11 years old at Hunter College 
Elementary School, New York, have 
proved that it is easier to teach arith- 
metic with a calculating machine. While 
this school’s pupils are superior ment- 
ally with IQs of from 130 to 203, edu- 
cators claim the machine makes arith- 
etic more interesting for all children. 
In the experiment, the calculator and 
encil and paper are interdependent for 


) XPERIMENTS with children from 


Ridgely D. Bryan, 
teacher and educa- 
tional director of 
Monroe Calculating 
Machine Co., checks 
answers of  eight- 
year-olds learning 
arithmetic with cal- 
culators during ex- 
periment at Hunter 
College, New York. 


each child must figure his problem first 
on paper, then check it on the machine. 
Of nine Hunter teachers whose pupils 
took part, six said that children who 
hadn’t showed particular interest in 
arithmetic had shown substantial im- 
provement and pupils who liked the sub- 
ject before showed greater interest. The 
machines used were Educator models of 
Monroe Calculating Machine Co. who 
cooperated on the project. 





THE OFFICE wishes to thank the hundreds of its read- 
ers who spontaneously wrote to express their satisfaction 
with the April 1951 issue, specifically the ‘‘Manual of 


Office Reproduction and Imprinting Methods.’’ 


These 


many expressions of commendation, coupled with the 

overwhelming demand for the issue and for the manual 

as now reprinted in booklet form, are indeed appreciated. 

Copies of the reprint-booklet are still available at 25 
cents each. 
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WANTED to SUBLET 


2 $Q. FT. OF OFFICE SPACE 


You have 2 sq. ft. of office space going to waste—if you don't 
have an OLD TOWN Spirit Duplicator working for you. 


What is a Spirit Duplicator? It's the ultimate in copying 
methods. It uses no ink, no stencils, no gelatine, no type, no mats. 
It's magic! 

Here’s all you do: 1. Write, type or draw on the master sheet. 
2. Without any intermediate steps, clip ‘‘master’’ to the drum. 
3. Press button, and Presto! the ‘‘presses’’ start running. Up to 
600 clear, clean copies instantly. Perfect registration in a single 
impression. Costs little more than a typewriter and anyone 


RO Tin Space-Dupliewor 


AS ESSENTIAL TO YOUR BUSINESS AS A TYPEWRITER 


O10 Town 


CORPORATION 


Manufacturers of typewriter ribbons, carbon papers 
4 and duplicating supplies since 1916 
| 


OLD TOWN CORPORATION 
Brooklyn 17, New York 


I'm interested in hearing more about your Spirit duplicator. 


NAME 











TITLE | 

COMPANY | 

| ADDRESS. | 
TS ANTS ET ERTS! | GERRMENIEWIRIHS SN RMI 
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Food Vending Machines for 
Feeding Office Workers 


LYNE S. METCALFE 


techniques for increasing production 
per office worker, and developing 
and maintaining worker loyalty, were 
ployed. Efforts were made by gov- 
®rnment and management to make cleri- 
ial work, working conditions, and liv- 
ng more comfortable, safe and pleasant 
pr the average employee, and one of the 
hajor moves to this end was providing 
for one-property feeding. 
= Of course, complete company or con- 
@ractor-operated cafeteria and dining- 
pom service was well within the reach 
d means of the larger industrial place. 
long ago proved to be a practical 
nd worthwhile matter to feed from 
he to several thousand operatives, espe- 
ally where the plant or office was lo- 


[ican the last war, a number of 
=, 


Typical food vending machines. 


cated in an area lacking good, sanitary, 
fair price eating places or where hous- 
ing conditions make it impractical for 
the greater percentage of clerical help 
to go home to lunch. 

With dispersal everywhere evident in 
industry and business, with plants and 
offices finding better operating condi- 
tions in isolated and often semi-rural 
districts, the feeding question has, with 
the opening up of the 1950 defense pro- 
gram, become of increasing importance 
in the management of labor. 

The smaller office, however, has al- 
ways found on-property feeding a prob- 
lem, yet one which inevitably is linked 
with morale and, in the end, with the 
work production rate. How can the 
isolated employer provide at least ade- 
quate food service, even on a limited 
scale when his payroll totals only 100 
or 200 people? 

The answer has come in the develop- 
ment and rapidly spreading use of auto- 
matic coin operated in-plant feeding 
equipment which fills the needs of the 
office with a couple of hundred em- 
ployes and widely extends the food 
service and the usefulness of the dining 
room when thousands are employed. A 
few of the modern office organizations 
over a varied activity field, successfully 
using the automatic cafeteria plan, at 
least in part, may be mentioned: Amer- 
ican Weekly, Chicago; Chicago Musical 
College; U. S. Gypsum Co. offices; Her- 
cules Powder offices, ete. 

On-property feeding is certain to take 
on greater and greater importance as 
dispersal spreads and as the production 
program makes greater demands upon 
the loyalty and labor of office workers. 
In addition, the smaller employer has 
long waited for feeding systems which 
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“EFFicieNT? Naturally! Every detail of my 
new Comptometer assures efficient work!” 


(Elmer Beres, furnace company, 
Milwaukee, Wisconsin) 


“SpEEDY? Who wouldn’t be! My new 
Comptometer has the lightest, easiest touch 
imaginable!” 

(Eleanor Johnson, hosiery company, 
New York City) 


“AccuraTE? Why not? My new Comptometer 
warns me by sight . . . by sound . . . by touch 
. .. Whenever I make a faulty stroke!” 

(Malcolm C, O’Brien, oil company, 
Houston, Texas ) 


Ww. AYER & SON 


“ee Ne ean nar RENN 














machines! 


Comptometer operators from coast 
coast swear by three-way error controk 
an exclusive feature which preven 
errors caused by faulty stroke . . . ra ¢ 
about effortless Floating Touch! The 
new Comptometer is efficiency en 
neered to handle your figure work with 
maximum speed and accuracy . . . with 
minimum effort and expense! Call your 
local Comptometer representative today 
for a demonstration. 


COMPTOMETER 


REG. U.S. PAT. OFF. 


FELT & TARRANT 


ADDING-CALCULATING MACHINES 


Made only by Felt & Tarrant Manufacturing Co., 
Chicago, and sold exclusively by its Comptometer 
Division, 1715 North Paulina Street, Chicago 22, 
Illinois. Offices in all principal cities. 








will place no financial burden on his 
business. In this respect automatic mer- 
chandising equipment fills the bill elimi- 
nating any need to set up kitchens, 
maintain staffs and so on. 

First, consider the advantages of 
group feeding as revealed in numerous 
surveys and investigations of this sub- 
ject in all its phases. In-plant feeding 
has been shown to bring to the office 
employee and employer the following 
advantages: 

1. Helps prevent accidents: healthy, 

freshed individuals are more alert, 
pss prone to accidents. 

2. Reduces office absenteeism: good 
horale means fewer excuses to “dis- 
ppear” from work; good health means 

pwer common colds and other ills. 

3. Decreases clerical turnover: con- 

bnted employees are less prone to 

ripe; less prone to move on to other 
bbs, if satisfied that consideration is 
own to their wants and needs. 


SPECIFICATIONS ON BG ARTSCOPE 
Size 16’ x 20°’ over-all. illum. Area 14" x 16Y4"' 
Construction All 
finish. Rubber Bumpers. Adjustable legs at back. 
Cool working surface on white ceramic glazed glass. 
Bright diffused light from two 15 Walt 18°’ fivo- 
rescent lamps. Starter switch and cord included. In- 
side of box is white baked enamel finish. 

Uses 
Ready X-Ray Negatives — Negatives — Negative 
Stripping — Opaquing — Copy Pasté-up — Re- 
touching. 
Glass remains cool for hours of use. Entire area 
evenly illuminated. 


BG REPRODUCTION 


9S, 


4. Increases office production: more 
energy means more work, better work, 
and increased ability to concentrate for 
longer periods of time. 

5. Improves morale: good health pro- 
motes cheerful dispositions. Good food, 
easily available, increases energy, lessens 
fatigue. 

The automatic cafeteria, after long ex- 
perimentation, is already serving office 
workers with efficiency and effectiveness. 
This method, involving the use of espe- 
cially designed and greatly improved 
food merchandising equipment, has been 
developed by the Rowe Corp., pioneers 
in automatic merchandising. 

The operator of the smaller office 
naturally will look with critical eye upon 
an undertaking which he knows has 
presented problems in bringing in-plant 
feeding benefits to both labor and 
owner. Problems, especially with regard 
to factors which coneern space, cost, and 

(Continued on page 73) 


NEW BG 
ARTSCOPE 


Handy — portable — light- 
weight Artscope. ideal for art- 
ists, draftsmen, photographers. 
The BG ARTSCOPE is used by 
professionals and hobbyists. 
Check the specifications listed 
and see how perfectly the BG 
ARTSCOPE will fulfill your needs. 


steel with gray baked crinkle 


Layout — Overlays — Make-Ready Tracing — 


Net Weight 12 Ibs. 9 oz. 





Price Comp. $32.50 Postpaid. 


co. 


WELLS ST. @ CHICAGO 6, ILL. 
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“| like your letterhead, Jim. . . 
what paper do you use?” 


“We've used Hammermill Bond for 
years ...0n our printer's advice! 


“We use it for a lot of other 

things too, Tom. We overhauled 

our whole office set-up not long 

ago. Our printer showed us 

how an all-round paper like 

Hammermill Bond can step up 

efficiency in ways you'd never 

dream of.” 

Examine some of the many of- 

fice uses for this fine paper. . . 

as shown in the FREE Work- 

ing Kit of Hammermill Bond. 

Send for it! 
You can obtain business printing on 
Hammermill papers wherever you see 


this shield on a print shop window. Let 
it be your assurance of quality printing. 


©» Hammermill Paper Compan 
| 1463 East Lake Road, Erie 6, Pa. 
Please send me—FREE—the Working Kit of 
Hammermill Bond. 
») Name 
' Position : 
(Please attach to, or write on, your business 
letterhead) TO-JUN 
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"A Marvel of Swiss 
Precision’' Since 1923 


MODEL 106 


ADDING 
MACHINE 


FAMOUS THE WORLD OVER 


ere are the exclusive Precisa oper- 
ating features—in a new manual 
machine. The time-saving Recall 
Key, that allows Precisa machines to 
remember the last figure and repeat 
it when desired. Single, double and 
triple zero keys for rapid, tireless 
work. Automatic credit balance, and 
all standard adding machine fea- 
tures. You can add, subtract and 
multiply on the Precisa—do every- 
thing easier and faster. 


No hand-operated adding ma- 
chine offers more than the Precisa. 
Both its performance and appear- 
ance are unexcelled. Precisa’s mod- 
erate cost and dependable operation, 
without maintenance or servicing 
problems, are making satisfied cus- 
tomers for Precisa dealers through- 
out the country. Some territories are 
still open—write today for informa- 
tion. 

Electric model also available. 


PRECISA DISTRIBUTORS, INC. 


171 Madison Ave., New York 16, N. Y. 


555 Thorn Court, Salt Lake City 4, Utah 
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26th NOMDA 
Convention in 
Detroit, 


HAROLD MANN 
Executive Secretary 


ers Assn. holds its 26th annual con- 

vention at the Statler Hotel in De- 
troit, June 28-30. A record attendance 
is expected because all dealers are in- 
terested in learning more about the eco- 
nomie and government changes which 
are affecting office machine distributors, 
and which may increase in the months 
ahead. Then, too, the city of Detroit is 
celebrating the 250th anniversary of its 
founding and many interesting events 
are scheduled. 

Convention registration will begin 


T= National Office Machine Deal- 


June 28 


ED. J. TOUSSAINT 
NOMDA President 


Wednesday, June 27, and NOMDA’s 
board of directors meets that afternoon. 
The convention formally opens the next 
morning; the exhibits opening at 9 a.m. 
and the business sessions starting with 
luncheon at 12:30 p.m. President Ed 
Toussaint will call the convention to 
order and introduce Detroit’s Mayor Al- 
bert Cobo who will welcome the mem- 
bers. Guest speaker will be “Red” 
Motley, publisher of Parade. The busi- 
ness meeting for NOMDA members will 
follow. At 3 p.m. there will be a panel 
discussion for dealers on adding ma- 


a 


Chairmen of NOMDA's convention committees. Front row, |. to r., John Stifter, general chair- 

man; Mrs. Bertan Swanger, ladies entertainment; Mrs. Al Albert, ladies entertainment co-chair- 

man; James Ayres, general co-chairman; rear row, Walter Klimas, entertainment; Bertan 

Swanger, program; Edward Goleski, hospitality; Claire Flick, publicity; Harry Humphrey, 
convention hall. 
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WEDNESDAY, JUNE 27 


Registration in Foyer of Grand Ballroom. 
Board of Directors Meeting. 


THURSDAY, JUNE 28 


Registration in Foyer of Grand Ballroom. 

Exhibits open. 

Luncheon, Grand Ballroom. President Ed Toussaint, chairman 

Welcome to Detroit by Hon. Albert Cobo, Mayor. 

Response by Ed Toussaint, President of NOMDA. 

Guest Speaker. "Red" Motley, Publisher of Parade. 

Business Meeting—President Ed Toussaint presiding (members only). 
Adding Machine, Calculator, Typewriter Panel. 

Entertainment and dancing. 





FRIDAY, JUNE 29 


Registration in Foyer of Grand Ballroom. 

Exhibits open. 

Luncheon, Grand Ballroom. 

Ladies Luncheon at Detroit Yacht Club and sightseeing trip +o Canada 


and Belle Isle. 


Panel. 
Guest Speaker. 
Cost Panel. 





Exhibits open. 


President's Breakfast for presidents and secretaries of locals. 


Annual Election. 


Luncheon, Grand Ballroom. 
Legal Forum headed by Charles F. Krause. 
New Board of Directors Meeting. 


Banquet, Grand Ballroom. 


Speaker from the Office of Price Stabilization. 


Cruise on specially chartered boat. 


SATURDAY, JUNE 30 


Government Controls 








chines, calculators and _ typewriters. 
There will be a party Thursday evening, 
including entertainment and dancing. 
Friday’s sessions, starting with luneh- 
eon, will include a talk by a high official 
of the Office of Price Stabilization, from 
Washington. Another guest speaker 
will appear before the panel discussion 
which this day will cover dealer cost- 
ing. That evening there will be a 
moonlight (?) sail aboard one of De- 


troit’s finest pleasure boats on the De- 
troit River and Lake St. Clair. 

On Saturday, the annual breakfast 
for presidents and secretaries of local 
NOMDA chapters begins at 9:30 a.m. 
Balloting for the election of national 
officers will be held at 11 a.m., followed 


by luncheon. On Saturday afternoon a 
legal forum will be conducted by Charles 
F. Krause, Jr. The newly elected board 
of directors will meet at 3 p.m., and the 
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Pe 


with | 
the new, 
' improved 
ington Rand 








gray” 
copyholder 
4 NEW, EXCLUSIVE SELLING FEATURES Wherever there’s a typist, there’s a need for 


LINE-A-TIME. Think of the number of typists 

1. Turn-A-Page Pocket easily holds completed in your area—then think of the potential 
— of copywork with paper-gripping profit you may make with the new Remington 
— Rand gray velour LINE-A-TIME Copyholder. 


2. Trans-Vue Line Guide marks the line being Available in sizes to hold copy from 1 to 36 
« + + and lets you see several lines inches in width. 
ahead. 


. 

3. Variable Spacer Control permits fingertip 

adjustment of copy table for single, double No other copyholder can match Remington Rand 
or free spacing. LINE-A-TIME in selling features—and in profit! 
4. Light Conditioner changes the angle of the 
copy table to achieve best lighting and 
readability. | Please send detailed informationand | 

J prices on new, improved Remington 
Rand gray velour LINE-A-TIME: 


Store Name 


PP Ae ee ene ae ae eee Gee Cae lee Ce BED eee Eee Gaia 
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Please send me information on the 
Hermes PLUS-PROFIT line 





%, 
-— 
gat 


Name 





Street 











ae 
S 
° 
a 
La | 
City. State 4 
> 
v 


Paillard Products, Inc., 265 Madison Ave. 


% New York 16, N. Y. > 
4 » 
* ¥ 
* 7 


* « 
a 2 2 2 ee 


The Hermes “Rocket”, world’s light- | The Hermes “2000” is the only 
est, strongest and most compact full-featured portable with both 
portable available in over 70 automatic tabulator and lightning 
foreign language keyboards. margins. 


SEE YOU IN DETROIT 
AT THE NOMDA SHOW—BOOTH 42 


Rocket, and 
**2000” mean more Profit to you! 
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R. C. Allen Business Machines, Inc. 
Allen-Wales. Adding Machine Division 


Ames Supply Co. TYPEWR ITER 


ery ay ey aig’ 4 
ndiana Cash Drawer Co. 
Intasco ceed TYPE 
ae — cee Fs 
aster resser Co, , 
Mittag & Volger, Inc. | CLEANER 
se be me 2 of ee 
aillard Products, Inc. 
Precisa Distributors, Inc. In 20 seconds, clean the 
Polk Bros. Typewriter Co. type on your typewriter 
Print-O-Matic, Inc. without messy liquids, 


Remington Rand, Inc. ° er . 
Ribbonwriter Corp. without injury to mani- 
Royal Typewriier Co. cure. Bud efficiently 
te ee ulls dirt out of the 
L. € Smith & Corona Typewriters, Inc. P > 
Speed-O-Print Corp. type instead of washing 
iffany Stand Co. it into the machine .. . 
Underwood Corp. 
Victor Adding Machine Co. 50 cents 
Von Soosten & Co. 
Weber Addressing Michine Co. 
Wolber Duplicator & Supply Co. 


— et 








DISTRIBUTORS and DEALERS 











Write for f Tabachaul- hares! 


convention’s grand finale occurs Satur- BUD TYPE CLEANER. Inc 


day evening with the annual banquet. 

Although there will be many serious 
subjects up for discussion at the busi- 
ness sessions, the convention committees 


Baltimore 18, Maryland 








under John Stifter, general convention 
chairman and president of the Michigan 25 YEARS PAST DUE! 
Office Machine Dealers Assn., promise 


Likely, that's what you will say 
when you see your first BUR- 
ROUGHS 72 or 78 dressed up 
in VON'S NEW SIDE PANELS 
—designed to fit all narrow base 
Burroughs model 7's. Easily in- 
stalled, instantly opened to ad- 
just machine or ribbon, & 
insulated for noise reduction. 


Write for folder: 
Von Soosten & Co. 
804 Pine St., St. Louis 1, Mo. 


Visit Booth 39—Detroit. 
Detroit's Statler Hotel where NOMDA will 64 — 


meet this month. 
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Let ROYAL ELECTRIC 
cul office costs 
..-raise morale! 


Want to increase the number of 
letters per typist? Turn out more in- 
voices? ; 
Want to step up stencil production? 
Release typing personnel for other 
work? 


You can achieve these cost-cutting 
steps with the Royal Electric. It is 
the long-preferred Royal Standard 
>. . .with power added. 


And here’s how Royal Electric 
aises morale with secretarial and 


typing personnel .. . 

They get terrific satisfaction out 
of the job itself, because they work 
faster and get neater, cleaner results. 


Fatigue is lessened, too. At the end 
of the day the operator has expended 
only a trivial amount of energy; 
pressing a button does everything 
electrically. 

And with less fatigue comes greater 


morale—a point alert management 
is considering more and more. 


STANDARD Q i (:\ ELECTRIC 


Made by the World’s Largest Manufacturer of Typewriters 


“Touch Control” and “Magic” are registered trade-marks of 
Royal Typewriter Company, Inc. 
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Clip coupon for 
full details, now! 


Royal Typewriter Company, Inc., Dept. 48 
2 Park Avenue, New York 16, N. Y. 


I would like a copy of the brochure, “‘ Picture of Progress,” 
describing the Royal Electric. 


NAME 
COMPANY____ 


ADDRESS 


C—O OO i oo ome 
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9 TOOLS NEEDED 


N 


A 


Easy to assemble 

Ideal for office, 
factory or store 

Knot-free Ponderosa 
Pine 


Rust-proof locking 
brackets 


Thoroughly rigid 
Sway proof 
Low in cost 


A\ 


\/ 








A 





AK 











Here is the ideal all purpose shelving for office, 
factory or store use. It can be set up in a few 
minutes by anyone—or it can be knocked down, 
moved and set up again, just as easily, in another 
location. Starter unit consists of six shelves with 
42” x 24” clear storage area with 12” clearance 
between shelves. 

There is nothing to compare with it anywhere. 
It stands alone in the field of shelving. Investigate 
Liberty Prefab Wood Shelving NOW! AVA | L A B L E 

NOW 




















Write at once for 
complete details 
and prices. 


BANKERS BOX COMPANY 720 South Dearborn Street 
Chicago 5, Illinois 
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a full entertainment program for both 
the dealers and their escorts. In addi- 
tion to the pleasure features mentioned 
above for Wednesday, Friday and Sat- 
urday evenings, there will be a special 
luncheon for the ladies, noon Friday, 
at the Detroit Yacht Club, followed by 
a tour into Canada and to Detroit’s fa- 
mous recreation park, Belle Isle. <A 
post-convention attraction is scheduled 
for Sunday, July 1, with a tour through 
world-famous Greenfield Village. The 
Edison Museum at Dearborn will also 
be visited. 

Some 30 manufacturers will exhibit 
their latest products during this con- 
vention. Exhibits will be open as usual 
each morning from 9 a.m. until lunch- 
eon time and again each evening. Mem- 
bers of the trade, who are not members 
of NOMDA, may obtain full information 
on how they can attend this meeting by 
writing Harold Mann, executive secre- 
tary, 1267 N. Wilton Place, Los Angeles 
38. 


Food Vending 


(Continued from page 62) 


encroachment upon the time and atten- 
tion of management itself. 

To make a smaller office feeding 
operation worthwhile, it must bring cer- 
tain very definite advantages to the 
employer and his people. It must, in 
one way or another, save money. The 
coin operated automatic system does this 
because it isn’t necessary to engage an 
operating staff, buy food or service 
equipment. The employer merely sees 
that space is available and an operator 
of automatic merchandising equipment 
installs and services the food dispens- 
ing machines. 

Another vital thing these days is the 
saving of time. New automatic food- 
vending units serve food much faster 
than is usually possible in a cafeteria 
of the ordinary type. This is of dis- 
tinct advantage to employer and em- 
ployee. 

How about the matter of space? With 
the use of automatic equipment, the 
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THE TEAM THAT 


#/ Columbus © 
‘761492 | 


gem of 5¢ 
pencils 


GRASERSTIK | 


wood encased 
eraser for ink, 
pencil or 
typewriting 








MANUS 


The Only Small Hand-Driven 
Calculator with Automatic Division 


AUTOMAT T 
Fully Automatic Electric Calculator 


e same efficiency as large keyboard 
chines but in small, handy size: 


Automatic short-cut multiplication. 
Automatic division. 


Addition and subtraction with 
automatic clearance. 


Minimum mechanical service. 
Easy to sell. 





DEALERS WANTED 
WHERE NOT YET REPRESENTED 


ANN 
CALCULATING MACHINE CO. 


2118 Land Title Building 
Philadelphia 10, Pa. 

















lunchroom is set-up in separate space 
which means that space is not governed 
by the needs of food preparation facili- 
ties. When the employer adds more of- 
fice workers, he merely allows space for 
more vending machines. 


Perhaps the most important fac- 
tor lies in the supply of food itself. 
The employer will want quality, proper 
assortment, health-building items which 
are also popular and which are properly 
prepared. This is achieved through the 
many well established industrial and 
institutional food contractors doing busi- 
ness in most areas, who take the food 
supply problem entirely out of the 
hands of office management obviating 
the necessity for keeping food cost and 
other operating records, thus eliminating 
another source of expense. 


Robert Z. Greene, president of Rowe 
Corp., had this to say to the writer: “A 
good many questions will immediately 
rise in the mind of the smaller em- 
ployer considering the use of automatic 
in-plant feeding equipment. I would 
like to point out that in the develop- 
ment of this equipment these questions 
have been uppermost and have been to 
an amazing extent answered in final 
models. 


“The employer will want to know 
what kinds of foods are possible under 
this system. While selection is some- 
what limited, a fairly wide menu is pos- 
sible including such items as: milk, 
chocolate milk, ice cream, candy, ciga- 
rettes, sandwiches, cake, pies, soft 
drinks, cookies, coffee. 


“Who looks after the equipment? 
There is today very little trouble with 
automatic food merchandising equip- 
ment. Once the equipment gets smoothly 
running, servicing needs are surprisingly 
infrequent. Repairs, however, are the 
final responsibility of the operator of 
the equipment and his people. The 
operator may only hope to realize a 
profit through sales, service, mainte- 
nance, ete.” 


Of special interest today is the de- 


| velopment of refrigerated automatic 
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REVEALS SAVING WITH AMERICAN LITHOFOLD 


LIVIOS WRU Patsines tou 


The OLD WAY 


to produce 1 set of forms: 
(1) Collate (2) interleave with car- 
bons (3) Jog sheets (4) Insert (5) 
Align (6) Turn roller (7) Type (8) 
Remove forms (9) Deleave carbons 


The LITHOSTRIP WAY 


1-2-3! Type, tear off, zip out 
carbons as a unit! 
Get your copy of this new brochure 


showing business forms TIME AND 
MOTION STUDY IN LIGHTS, FREE! 


3 moves instead of 9 . . . proved by the 
photographer’s new art of exposing the paths of 
motion . .. under actual working conditions. 


American LITHOSTRIP Continuous Forms 
wipe out useless time and work in 
record-keeping . . . eliminate six wasteful 
moves! Distribution and control are simplified 
and speeded. A SINGLE typing produces 
records for all departments . . . fast! 


AMERICAN LITHOFOLD CORP. 


500 Bittner Street * St. Louis 15, Missouri 





NO WONDER 
NEV-R-KURL 
SELLS TWICE 
AS FAST 


It produces such sharp clean 
copies even after being used 
many times. It will actually pro- 
duce up to 50 per cent more 
copies. Can you blame me for 
specifying NEV-R-KURL? It 
doesn’t smudge my hands or 
clothes, always lies flat and 
won’t tree, curl or wrinkle. We 
use it in all kinds of machines 
in our office and find NEV-R- 
KURL cuts costs. Wise dealers 
stock NEV-R-KURL because 
we’ve told our bosses we want 
no other. 


More and more dealers are 
reaping the extra profits from 


NEV-R-KURL .. . are you? 








merchandising units which dispense 
such items as sandwiches usually five 
kinds, such as American cheese, egg 
salad, pressed ham, roast beef or boiled 
ham, or other popular demand combi- 
nations. There is also a refrigerated 
automatic machine for dispensing choc- 
olate milk (the most popular of all) and 
fresh dairy milk. Ice cream, either on 
the stick or in sandwich form is also 
handled by a refrigerated unit as are 
pies, cakes and pastries. This is a dis- 
tinct development in coin-operated in- 
plant feeding which has proved efficient. 

The question of change-making, a 
problem in the development of auto- 
matic merchandising, has been largely 
answered. Modern food dispensing de- 
vices give back the correct change ex- 
cept where paper money is involved, or 
a change-making machine is provided. 
Say milk, in a given area, is 15 cents 
a pint; the modern refrigerated milk 
machine will give back the proper 
change to a quarter. 


How many office employees make an 
automatic cafeteria worthwhile? Much 
depends upon how far your place is 
from good suitable restaurants, how 
many shifts your office customarily 
works, what the physical arrangements 
in your office are? There are some re- 
liable figures available on this subject 
to guide the employer. 

In any case, the conditions which 
provide the answer to this question can 
be easily and quickly surveyed and the 
advice and counsel of an established, lo- 
eal, food vending machine operator is 
the best first step to take for the in- 
terested employer. 


So important do many larger em- 
ployers consider this constant availa- 
bility of good food to workers that their 
old-line cafeterias are now augmented 
with new automatic food merchandising 
units placed at strategic points and 
operated under the management of, and 
as part of, the regular cafeteria opera- 
tion. This is referred to as supple- 
mentary snack service and is one of the 
best morale builders. 
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AMAZING NEW PEN costs ONLY 


..e WRITES 


AND LOOKS LIKE $5% 








PRIDIUM*- TIPPED a 


Now...a low-cost fountain pen with all the style, 
beauty and precision construction of high-priced 
pens! No slow starts—Permapoint writes the instant 
it touches the paper! Your choice of five nibs—one 
for every writing taste! Easily repaired! No other 
pen gives you so much for so little! 


® No clogging! Double-seal design keeps the ink 
from drying! 


® Filling lever is hidden where it can’t catch! 
Prevents ink stains on clothes! 


® Long-wearing Iridium*-tipped nib, usually 
found only on higher priced pens. 


@ Repair it yourself! Simply screw in a com- 
plete new writing unit! 


@ 5 writing styles to choose from: extra-fine to 
extra-broad! 


@ Four rich colors: Spruce Green, Dubonnet 
Red, Dawn Gray, Ebony Black. 


EXCLUSIVE ‘5-in-1’ 
RENEWAL UNIT 


costs only 75¢. Your choice of 5 
nibs...one for every writing taste! 


Ask Your Dealer fora Permapoint Pen Today 


EBERHARD FABER 








Get Procedures Read 


(Continued from page 51) 

avoid revisions for minor reasons, such 
as changes in forms, form numbers, ete. 
A simple rule is to avoid the use of 
forms as exhibits. Forms change too 
often. The practice is to refer to form 
numbers by the basic number only, in- 
stead of including the complete number 
which usually reflects a revision to the 
riginal form. 

Issuance of revision sheets is another 
roblem. With the distribution pretty 
buch tailor-made for each procedure, it 
ems reasonable to expect that a very 
arge percentage of the recipients will 
ake an interest in keeping abreast of all 
hanges. Consequently only the pages 
rhich contain changes, additions, dele- 
ons, ete., are reissued along with a 
rm letter of transmittal. 

Each new or substantially revised 
rocedure is to be submitted to the in- 
brested divisions and departments for 
pproval before issuance. In case any 


significant changes result, all interested 
parties should again be contacted for ap- 
proval. 
The need for formalizing some office 
procedures has become evident, with 
many advantages or reasons often cited : 
1. To improve inter-departmental co- 
ordination. 

. To promote inter-plant standard- 
ization. 

. To stimulate improvement in ex- 
isting routines. 

. To serve for guidance and instruc- 
tion. 

5. To give permanence to accepted 

clerical routines. 

But doubts do arise over the cover- 
age of such manuals or volumes. If the 
work of the systems department is not 
read, the whole program needs examina- 
tion. The coverage, the details, the flow 
charts, ete.—everything can be skillfully 
prepared and presented. But is it read? 
The above blueprint for simplified pro- 
cedures has been developed to provide 
an affirmative answer. 





always 
a visible check 
on accuracy— 


As she presses the foot pedal 
and the collated pages come out 
into her hands, all are there be- 
fore her eyes. 


No slow-up for careful inspection. 


Foolproof? . . . it would be aw- 
fully hard to let a badly printed 
or blank page slip through without 
seeing it. 

Write for our simplified COLLATING WORK 
SHEET "O"'. Note on it your collating jobs 
during any period. We'll gladly check it 


and show you how mechanical collating 
would compare with your present costs. 


Thomas Mechanical pt bevel Corp. 


specialists in paper gathering 
30 Church Street, New York 7 © Digby 9-2270 
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spa new mailMaster saves precious time 
and money for anyone using the mails. 
Ydeal for any office—doctors, lawyers, retail- 
ers, secretaries. Speeds movement of incoming 
and outgoing mail. Eliminates use of separate 
opening, sealing and stamping units. Protects 
postage. 

It’s easy to operate. To open envelopes, 
simply insert the envelope in the machine, 
press down a lever and zip . . . it’s opened! To 
seal envelopes uniformly and thoroughly, en- 
velope flap is drawn across a convenient re- 
cessed table-type sealer. To affir postage, 
simply press down on the plunger and a stamp 
is automatically and securely affixed. Holds 
500 stamps. 

All-steel construction. Soft gray wrinkle 
finish with chrome trim. Dimensions: 7” 
square; 814” high. Weight 6% lbs. 


Available at Commercial Controls offices in © 


principal cities—listed in telephone directories. 


Tue Orrice—June, 1951 


Only SV ra 


MAIL THIS COUPON NOW! 


ey 
| 
I 
! 
I 
[ 
I 
| 
[ 
1 
| 
| 
| 


COMMERCIAL CONTROLS CORPORATION 
Dept. 0-61, Rochester 2, N. Y. 


OD) Send literature and name of my nearest 
representative. 


0) We would like a demonstration. 
D Send iiMasters and bill us. 


($59.50 each, plus federal and loca 
taxes F.O.B, Rochester). 


NAME 
FIRM 

ADDRESS. 
BUSINESS. 

















Us ce tees cs etn cin eae st es gs inh ene em 





---------------5 


ceca es cui anne ae and am ene ams eum axe 
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ACCOUNTING MACHINE 
Underwood Corp., 1 Park Ave., New 
York 16, N. Y., makes the Underwood 
Sundstrand Composite Model C-AR Ac- 
counting Machine, available in either 
single or double keyboard models. The 


ouble keyboard Model C-AR is particu- 
arly designed for accounts receivable 
pplications where original statements 
nd original ledgers are required and 
here the date, folio and amount must 


ppear on both statement and ledger. 

he single keyboard model is intended 
Mor use where no folio number is re- 
quired or where the folio number is 
printed on only one form. Manual 
operating effort has been reduced to a 
minimum. Forms are inserted in one 
fast, simultaneous operation. The opera- 
tor immediately enters the first old bal- 
ance, then the folio and amount. When 
the motor bar is touched, the machine 
automatically prints the date, folio and 
amount on the statement, then prints 
the balance on the statement and in a 


« 


rapid repeat operation, prints the en- 


80 


tire entry in the proper columns on the 
ledger. Forms are completely visible at 
all times, and the old balance may be 
read without removing forms from the 
machine, The second old balance is read 
and entered as the carriage is returning. 
forms are removed while the ma- 
chine completes the automatic carriage 
return and automatically prints proof of 
posting. Among the features of the 
machine are the 10-key keyboard for 
touch operation, automatic column selec- 
tion, flexible date keyboard and print- 
ing of date, folio and amount in one 
operation. The front feed carriage opens 
and closes automatically, and there are 
automatic debit or credit balances, auto- 
matie register total or sub-total and au- 
tomatic adjustment of register total. 
The machine permits fast balance trans- 
fer at month end or during posting run 
and open item statements may be pre- 
pared at any time. There is automatic 
proof on every posting. 


also 


COLUMNAR SHEETS 
Charles R. Hadley Co., Dept. 8, 330 
No. Los Angeles St., Los Angeles 12, 
Calif., offer the finest Hadley Ac- 


countants’ Working Paper in 44 styles 
and 7 sheet sizes at specially low Buying 
Pool rates if ordered before July 31. 
Sheets are pen ruled with non-fading ink 
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on heavy, non-curling bond paper. Lines 
are uniformly spaced and sheets are 
available in pads for top or side binding. 
Prepaid delivery of all orders will be 
made before Oct. 15. The Buying Pool 
Working Paper price list and full in- 
formation can be had from above ad- 
dress. 


ERASING SHIELD 


Allen & Co., Dept. 7-A, 11-15 Vande- 
water St., New York 38, have improved 
the Allen Quik Twin Erasing Shield by 
employing specially designed apertures in 
line so that all erasures are made lined 
up in the lower part of the structure. A 
longer wearing plastic is now used in 
the material of the shield and the handle 





ALLEN-QUIK 
Tain ERASING SHELD 


0 co 0 


has been improved to enhance its utility. 
The new double erasing shield consists of 
two plastic shields connected to adjust- 


able arms. One shield has erasing aper- 
tures, the other is solid. The solid back- 
ing shield protects carbon copies while 
the erasing is done through the opening 
in the front shield. Thé Allen Quik 
shield sells at $1, with lowering prices 
for quantities up to a dozen for $8. 


BOOKLET ON CALCULATING 


Victor Adding Machine Co., Dept. OM- 
6, Chicago 18, Ill., is issuing without 
cost a booklet, ‘‘Secrets of Speed,’’ that 
describes many of the more important 
calculating jobs which adding machines 
like the Victor Custom models do. The 
booklet does much to add to the range of 
performance and utility of these ma- 
chines, 
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STENCIL DUPLICATOR 


A. B. Dick Co., Dept. 0-651, 5700 
West Touhy Ave., Chicago 31, IIl., 
makes a high speed heavy duty table 
model mimeograph with built-in electric 
drive. This machine has a feed table 
capacity of 500 sheets of sub. 20 paper, 
and is almost entirely automatic in 
operation. Variable speeds in ranges 
from 60 to 110 and 110 to 180 copies 


per minute. Other factors which increase 
the overall speed are the quick loading 
feed table, copy stacker receiving tray, 
finger tip controls for vertical, lateral 
and angular copy position adjustments, 
and the quick drying inks which are 7 
recommended for use with this machine. 
These new inks, also made by A. B.~ 
Dick Co., dry almost immediately upon] 
contact with the paper and permit im-7 
mediate handling of copies. Appreciable 
savings of time and labor result from 
the use of these high speed inks with 
the high speed mimeograph equipment” 
for all types of office duplicating re-7 
quirements. 


MATERIAL ACCOUNTING 

International Business Machines Corp., 
590 Madison Ave., New York 22, N. Y., 
offers a free 32-page illustrated booklet, 
‘‘Inventory and Material Accounting,’’ 
which shows how the IBM principle can 
be applied to this important phase of 
work. With the IBM method, pricing, 
calculations, the determination of stock 
balances and the preparation of account- 
ing reports are flexible, automatic ma- 
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chine operations. In addition to quantity 
controls, comprehensive analyses and re- 
ports for management can be provided. 


AUTOGRAPHIC REGISTERS 
Philip Hano Co., Holyoke, Mass., offer 
their free 8-page folder, ‘‘For Your 
Handwritten Records,’’ which illustrates 


? 


AUTOGRAPHIC 
REGISTERS 


and describes all the autographic regis- 


ters, both portables and refolders, as 
well as accessories, in the Hano line. 
Designed both for dealer use and for 





prospective users, the circular illustrates 
and points out many of the applications 
of Hano Registers and Autographic 
Register Forms already in use. It is 
available upon request to dealers and 
customers. 


MONEY DISPENSERS 

Burroughs Adding Machine Co., Detroit 
32, Mich., announces a machine for dis- 
pensing currency automatically in neat, 
rolled packages, in operation in the 
Upper Avenue National Bank in Chicago, 
whose president, Hiland B. Noyes, is co- 
inventor of the device with his brother- 
in-law, Emerson E, Fies, The machine 
is one of several experimental models 
constructed by Burroughs to explore eus- 
tomer reaction and test the basic design 
under actual working conditions. De- 
signed to operate with Burroughs ma- 
chines, the model in its present form 
will deliver to the customer any amount 
of currency up to $300 automatically as 
the teller or clerk makes his computa- 
tion on the figuring machine. In cashing 
a check in a bank, for example, the 
amount to be paid out is printed on the 
check, an accounting record is created 
simultaneously for the bank, and the 
correct amount of currency is dispensed 
to the customer all in 4 or 5 seconds. 
Normally, this operation takes from 25 
to 30 seconds. The machine is equipped 
with protective and warning devices to 
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Is this your bottleneck? 





Titers faster business 
pace makes one fact clear. In 
many companies the regular ex- |" 
terior telephone system is not \ 
enough! It may actually be a bot- 
tleneck! Kellogg SELECT-O-PHONE 
will break that bottleneck! 


Automatic, requiring no operator and inde- 

pendent of your switchboard, SELECT-O-PHONE 

is the modern means of transmitting orders, of 
exchanging ideas with individual executives or 
groups inside your business - instantly, privately, and 
continuously - without interference with your regular 
telephone! 


For complete information, write 

SELECT-O-PHONE Division, 

Dept, 10-F, Kellogg Switchboard Seleat> O-Ph 

and Supply Co., 6650 South Cicero One 


Ave., Chicago 38, Illinois 
THE /9S(OE VOICE OF BUSINESS 
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For Permanent 


Record Storage 


Convoy CHEM-BOARD STOR- 
AGE FILES are permanent 
Files, not a substitute. Chem- 
Board is the product of Con- 
voy’s exclusive process for 
making raw corrugated fibre 
board flint hard and rock 
strong. See the File features 
below. The Files cost and 
weigh about half as much 
as steel files; cost less than 
some corrugated files. See- 


ing is believing. Write for 
name of nearest dealer... 
CONVOY, INC., P. O. Station 
B, Box 216-H, Canton 6, 
Ohio. 


14 Standard Sizes 


r 540 pounds 
operates easily! 


FEATURES . . . Stack to ceiling © Positive 
drawer stops ® Easier operation on wax-like 
surface ® Mate together vertically ¢ Tie 
side-to-side and back-to-back ® Repel vermin 
® Moisture doesn’t weaken them ® Can’t rust. 


CONVOY 4e1-Coard/ 
STORAGE FILES 








insure the issuance of correct amounts. 
Companion unit in the system is a 
packaging machine which will roll a 
stack of bills and wrap them in a 
marked wrapper in 1/10 second. Al- 
though still in the experimental stage 
and volume production will not be 
started until exhaustive tests have been 
completed, Burroughs says that results 
to date are very promising. The pre- 
packaged currency is stored in maga- 
zines arranged according to the amount 
of cash in each package. The packages 
are broken down into convenient de- 
nominations to permit issuing any re- 
quired amount in a minimum number of 
packages. 


ADDING MACHINES 


Remington Rand Inc., 315 Fourth Ave., 
New York 10, N. Y., announces expan- 
son of its Topflight line of hand operated 
adding machines to include two large- 


capacity models in direct response to 
demands of its dealers throughout the 
country. The first, Topflight model 7382- 
5, has a listing capacity of 7 columns 


and a totaling capacity of 8 columns 
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Water at work... 
can save you money! 


Cool, convenient, sanitary drinking water 
makes your payroll dollar worth more by 
improving employee efficiency and morale : = 

SANITARY TOP _ ATTRACTIVE MODERN STYLING & 


goodwill. 


SEALED REFRIGERATION SYSTEM 
Efficient, dependable. Tamper-proof and 
trouble-free. Covered by 5-year protec- 
tion plan. 
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...increases sales by building customer . s . 7 
z The lustrous, gleaming top is easy to The new G-E Water Cooler, with its slim 


keep clean. Scientifically designed to lines and cool-green wrinkle finishy” 
prevent spillage blends with any surroundings. ¢ 


DIAL THE WATER TEMPERATURE YOU WANT 
Control knob is easily reached behind 
removable front panel, yet concealed 
against tampering. Set it and forget it. 


FITS ALMOST ANYWHERE 
An ordinary office chair takes more space 
than the new G-E Water Cooler. Looks 
well between rows of filing cabinets. 


" Please send without obligation to me the fully illustrated 
book “Water at Work.” 





TYPIST 
NEEDS IT! 


Here's the amazing 
new patented eras- 
ing shield that everyone's talking about! 
ong handle and unique twin design 
ake it clean and easy to use. No more 
mudging of copies. 


| Allen-Quik Twin Erasing Shield $1.00 
6 Allen-Quik Twin Erasing Shields $4.50 
2 Allen-Quik Twin Erasing Shields $8.00 


Delivered postpaid in U.S.A. 


USE COUPON NOW and get FREE SAMPLES OF 
LLEN’S INDICATOR TYPEWRITER CARBON PAPER 


ATIONERS & DEALERS: Get on the band- 
gon — this terrific *'door-opener''. Liberal 
counts. 


ALLEN & COMPANY 


anufacturers of Carbon Papers—Inked Ribbons— 
ratory Controlled. The home of ‘‘Alco’’ products. 


11-15 Vandewater Street, New York 38, N. Y. 
PP RRR ERE ER ERE EER ESE REE EERE EEE PERE P EEE EEE 


ALLEN & COMPANY Dept. 7A 

11-15 Vandewater St., New York 38, N. Y. 

Enclosed find $ Allen-Quik 
Twin Erasing Shields, postpaid with FREE SAMPLES 


of INDICATOR CARBON 
size: 8% x11 


U.S. Patent No. 2,522,111 


8% x13 0 
Name 


NE or 
Our dealer’s name 
Nee eux claiamiwuels 
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featuring direct subtraction and auto- 
matie totals. This machine, available, 
with 5” and 13” carriages, incorporates 
cushioned power and features direct sub- 


traction as well as subtotal key, multiply 


key, correction and back space key, fea- 


ture release key, column indicator, value 
gauge, and single color ribbon. Weight 
is 18% lbs. with base size of 9” x 12%”. 
The second machine, Topflight model 
7190-5 lists and totals 9 columns, non- 
subtract, and also offers all features of 
the Remington Rand adding machine 
line. Both new models were specifically 
designed to answer consumer demand for 
hand-operated adding machines providing 
a larger totaling capacity than was pre- 
viously available, thereby offering the 
dealer an expanded market. 


POSTING BOARD 


McBee Co., 295 Madison Ave., New 
York 17, N. Y., makes a ledger posting 
model of its Collating Writing Board 
which permits posting a ledger account, 


journal record and statement at one 
operation. It incorporates an added au- 
tomatic open throat feature which lifts 
the journal and its carbon away from 
the posting surface so that the ledger 
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A beauty anda bargain: 


COSCO MN 
Office Chair 


Airfoam, revolving, “saddle” seat 
has easy, instant, positive height con- 
trol anywhere between 16” and 20”. 
Backrest adjusts three ways. Soft 
rubber, 2” casters, lifetime- 
lubricated; tubular steel 
frame finished in gray, 
brown or olive green baked- 
on enamel, or chromium. 

Cloth-backed, perforated, 
vinyl plastic upholstery— 
washable, durable—on seat and back 
in green, maroon, brown or gray. 
Four models—each “‘a beauty and a 
bargain”—to retail from $29.95 to 
$31.95 (slightly higher in Florida, 
Texas and Western states). 











*To raise: place foot on 
circular rung and, with one 


hand releasing controllever §— ‘ 
lift seat to desired height. Medel 16-C, gray enamel finish. 


To lowen tft upwerd on I Also 16-D, brown enamel; 16-G, 


control lever and lower olive green enamel; 16-B, chro- 
seat to proper level. mium. 


HAMILTON MANUFACTURING CORPORATION e COLUMBUS, INDIANA 
Makers of COSCO Household Stools, Chairs and Utility Tables 


Posture Back Adjusts THREE WAYS! 


to “cradle” 
For depth for height the back in 
of seat... of backrest; . ; any position 
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*"One girl sorts 
100,000 punched 
cards an hour" 


with this simple hand rod 





(ez 


For purchasing and all depart- 
ments — in large and small com- 
panies — in every type of busi- 
ness, E-Z Sort Systems are sim- 
plifying the job of filing and 
sorting data on punched cards. 


CUTTING COSTS THE E-Z WAY 


Our trained men in every part of the 
country are glad to demonstrate and 
answer questions. Now is the time to 
find out if and how E-Z Sort Systems 
can save time and money for your 
company. You'll be surprised to learn 
that it is as easy as the name implies. 
Write for details. 


*Published statement 
by one of our users 





iis 





Slelt tfels Shelf flelt & 


E-Z SORT | 
SYSTEMS, LTD. 


45 Second Street 
Dept. 61 
San Francisco 5, California 





A few select territories open 
for qualified Systems Engineers. 





card can be inserted easily and instantly. 
As the ledger card slides into posting 
position, the open throat closes and the 
records are ready to receive the post- 
ing. The new model is especially de- 
signed for window posting jobs, such as 
those found in the customer ledgers of 
retail installment firms, savings institu- 
tions and hospitals. The Eedger Posting 
Writing Board is offered in two sizes, 
17%” x 15” and 14” x 11”, to accommo- 
date a wide variety of ledger sizes. 


ADDING MACHINE 

Precisa Distributors, Inc., 555 Thorn 
Court, Salt Lake City 4, Utah, distribute 
the Precisa 10-key Manual Model Adding 
Machine which has been attractively re- 
styled. The new model has a subtract 
button and the totaling keys have been 
placed at the upper right of the keyboard. 


Other improvements include a stream- 
lined paper carriage, new keys and a 
newly designed case. In other ways the 
manual machine follows the Precisa elec- 
tric model which ‘‘remembers’’ the last 
figure and will repeat it when the recall 
key is pressed. It also has automatic 
credit balance; single, double and triple 
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@ Of postage stamps, we mean! Once 
you've tried meter stamps, you'll never 
want any other kind! They’re goo-less, 
don’t need licking or sticking, don’t have 
to be separated, counted, or kept in tin 
boxes! ... Because you print them right 
on your mail with a postage meter. 


‘@ The DM is a desk model postage meter 
for the small office or business. It prints 
postage as you need it, any amount, for 
any kind of mail. Prints a dated postmark 
at the same time, and (optional) an ad. 
@ The meter holds all the postage you 
want to buy—protects it from loss, theft, 
or damage. Keeps its own records, has a 8) PITNEY-BOWES 
moistener for envelope flaps, supplies 
postage for parcel post... Ask our nearest 
office, or send coupon for free booklet. 


Offices in 93 cities in 
the U.S. and Canada 


— 


ee 
>... 


PITNEY-Bowes INC. 
3484 Pacific St., Stamford, Conn. 
Please send free booklet on the DM. 


Name 





Firm 





Address. 
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THIN 
PAPERS 


Reduce 
MAILING 
eezile 
FILING 
Costs. 


Us 


ESLEECK 


Tit N@erPAPERS 


Air Mail Bond 
(©) [Tot vere} o) am Op otloyolte)-ahe! 
Fidelity Onion Skin 
Laid Thin Papers 
Prestige Onion Skin 
Superior Manifold 
WB etbot@)elocoatt-) 


SEND FOR SAMPLES 


ESLEECK 


Manufacturing Company 


Turners Falls, Mass. 


zero keys, and automatic step-over mul- 
tiplication. Some dealer territories are 
still open. Full information from above 
address. 
CHECK PROTECTION 

Safeguard Corp., Lansdale, Pa., offer 
‘*Be wise’’ folders containing a ques- 
tion and answer test of a person’s ability 
to guard against check falsification. 
Records indicate that 90% of the mount- 
ing check forgeries are perpetrated 
against small merchants and professional 
people; the remaining 10% against 
banks. The questionnaire is suitable 
for checking employees’ knowledge of 
safety precautions when handling checks. 


PORTABLE TYPEWRITER 


Inter-Continental Trading Corp., 90 
West St., New York 6. N. Y., distributes 
the Olympia Light Office Typewriter 
which has full keyboard of 88 charac- 
ters on 44 glareproof keys. It is desig- 
nated light because of its light touch 


and light weight, and called an office 
typewriter because it is designed for 
heavy duty use. It will make from 6 
to 12 carbon copies, depending on 
weights of paper used. The machine’s 
specially designed escapement allows fast 
typing by quick return of key levers. 
Sound-absorbing elements keep typing 
quiet. Features include triple line spac- 
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srevgenagl ye 
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LOOK...what MY boss gave me] 


This new Desk-Type ROTOR-FILE of mine actually hélds over 40,000 big 
8x5 record cards that used to fill a dozen file drawers. Now, every card i§ 
right at my fingertips . . . instantly available. Now, I can give my boss all 
the information he wants the moment he wants it. 


NO WALKING, NO STOOPING, NO DRAGGING : 
I used to have to walk back and forth to the files all day, stoop down to read 
the drawer labels, and drag out drawer after drawer. Now, I stay right im 
my chair and pick any card we need instantly from the unique horizontal 
rotating file that’s built into my Wassell Desk-Type ROTOR-FILE. Spf 
seconds do the work of minutes. 


The Wassell Methods Engineer tells me you can file just about anything in 
a ROTOR-FILE and get the same advantages I’m getting. There are large 
models for anything from cycle-billing records to current correspondence — 


models of various sizes for °° 7-33-3333" 
tabulating cards and ad- |WASSELL ORGANIZATION INC. 


dressing plates. He says a | WESTPORT 1, CONNECTICUT 

single ROTOR-FILE the j 1 would like to receive literature on your ROTOR- 
size of mine will take care j FILE . . . entirely without obligation. 

of over 64,000 3x5 cards! 


I'd suggest you send this | position 
coupon to Wassell today. ! (Please attach to, or write on, your business letterhead) | 
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For EFFICIENCY and ECONOMY 
USE ATLAS VERTICAL FILES 


Atlas Efficiency Combination Cabinet 


This all steel cabinet, 30" 

high, 30"' wide and 20" ‘deep, 

is available with single sus- 

pension pullout frame and 

shelf , fas illustrated) or with 

j pull-out 

frame. Has oo RPE. “and Yale” lock. May be 
equipped with DSH, PSC, SHA or GRIPDEX 
Hangers. Capacity 400 to 800 stencils, 200 to 400 
offset plates, blueprints, x-ray films. 





Four series of Atlas Hangers 
fill every vertical filing need. 


The PSC Hanger for x-ray films, blueprints, stencils 
in file folders, etc. 


The SHA Hanger for offset plates. 


Also available 
The DSH Hanger for stencils 
The GRIPDEX Hanger for group and 
specialty filing. 


ew literature on = new Atlas 
iim File and the complete line of 
Atias Vertical Files. 
IMMEDIATE DELIVERY ON ALL MODELS. 


ATLAS STENCIL FILES CO. 


1662 EAST 118th STREET, CLEVELAND 6, OHIO 
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ing, 2-color ribbon and stencil-cutting 
adjustment, variable line spacer, carriage 
release and lock, paper guide and eras- 
ing shelf, backspacer, ruling device, ete. 
Available with choice of three type 
styles; and choice of colors: claret, black 
or green. This machine is made in 
Western Germany. [Illustrated litera- 
ture describing all its features is avail- 
able from above address. 


HECTOGRAPH NUMBERER 
Wm. A. Force & Co., 64 White St., 
New York 13, N. Y., makes the Force 
Paragon Hand Numbering Machine with 
a ribbon inking device attachment for 
use with hectographed order control sys- 
tem. The ribbon is moved manually. 


The machine was developed to avoid hav- 
ing the figures contact the felt ink pads 
generally found in hand numbering ma- 
chines, since hectograph inks corrode the 
figures as well as cake on the pad. An- 
other feature insures that the figures are 
only in contact with the ribbon at the 
moment of making the impression. The 
usual varied assortment of figure styles 
and sizes available in the Paragon can 
be supplied. Also the usual types of 
machines, including lever, non-automatic 
or automatic with consecutive, duplicate 
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The most 
simple 
fully-automatic 





calculator ever seen 


You actually pay less for this latest and 

Fully Automatic Electric highly perfected electric calculator than for 
any other machine in its class, which means 

FACIT ESA-0 that it pays for itself 
within a short time. And 

because of Facit’s simpli- 


fied, 10-key system,anyone ~ j 


can learn rapid one-hand 
touch calculation in short 
order—it couldn’t be easier. 


A BUSINESS PRODUCT OF 
AKTIEBOLAGET ATVIDABERGS INDUSTRIER 
U.S. SUBSIDIARY 


FACIT INC., 500 FIFTH AVENUE, NEW YORK 18, N. Y. * PHONE: LONGACRE 5-1095 
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1F YOU HAVE A SPECIAL 
INTERCOM PROBLEM 


THAT YOU WANT TO SOLVE QUICKLY, 
EASILY, AT LOW COST 


WHEELER 
Sound Powered 
TELEPHONES 


@ NO BATTERIES 
@ NO OUTSIDE POWER 
@ NO ELECTRICAL HAZARD 
@ NO MAINTENANCE 
Yas — oll this and FROVED performance, too 
Write for information, now 
THE WHEELER INSULATED WIRE COMPANY, Inc. 


Division of the Sperry Corp 
1106 EAST AURORA ST., WATERBURY 20, CONN 





Elapsed Time 
Computing 
FOR 

PAYROLLS 
COST ACCOUNTING 
BUDGET CONTROLS 
ESTIMATING, ETC. 

WITH THE 


SIMPLE e QUICK e ACCURATE 
Saves Time—Saves Money 
This amazing device requires LESS steps than any 
other method to obtain elapsed time for payroll, 
cost, estimating etc. Correct VISUAL ANSWER at 
the turn of a dial! Saves hours over old fashioned 
hond or machine figuring. ' TRY IT IT AT OUR EXPENSE 
Ce ae a ee ee ee 
FATTOR MANUFACTURING CO. 
1024 N. FIRST ST., ST. LOUIS 2, MO. 
10 DAY FREE TRIAL. Fill in this coupon, 
paste on your letterhead and mail to us. 
No obligation. We'll send you a FATTOR 
TIME COMPUTOR postpaid. Try it in 
your own office for 10 Days. If youdecide 
to keep it after trial period, send us your check for 
$44.85 each. If not—RETURN IT AT OUR EXPENSE. 
PLEASE 
CHECK 
NAME 


FIRM 
ADDRESS 


Our Time Figured In: 


(J Hours & Minutes ([ 1/10 Hour Units 











—) 
R=4 








and repeat actions (or triplicate and 
quadruplicate in place of duplicate) are 
all available. Machines are assembled 
to order with users combination of speci- 
fications. 


DUPLICATING STENCIL 


Frankel Mfg. Co., 1720 Arapahoe St., 
Denver, Colo., is marketing its Klean 
Write Duplicating Stencil in a new shade 
of emerald green. The manufacturers 
claim a high degree of visibility for the 
new stencil and an unusual non-glare fea- 
ture. The Klean Write stencil is fur- 
nished with the perforated film used on 
all Frankel Crystal stencils. Free samples 


| from above address. 


PRINTED-FORMS STUDY 


American Lithofold Corp., 500 Bittner 
St., St. Louis 15, Mo., offers a brochure 
which reveals the useless time and work 
in record keeping that results from older 
methods of handling printed forms. Lost 
motions are shown by a photographic 
time and motion study in tracer light. 
A copy of this study ean be had from 
above address. 


STOCK CONTROLS SYSTEM 


Diebold, Inc., Canton 2, Ohio, has de- 
veloped a simplified Stock Control Sys- 
tem with positive control and consider- 


able savings in time by the use of a 


signal device. 
three keyhole 


Records are punched with 
slots and mounted on a 
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No. 
1004Y..........Letter Size 


Four Drawer............ 


Your 
Important 
Records 


DOUBLY 
SAFE! 


COLE'S heavy combination 
dial lock automatically locks all 
four drawers simultaneously. No 
keys necessary, only YOU know: 
the dial combination. A hel 
duty Grade "A" Cabinet 
with a progressive ball-bearing 
suspension cradle within @ 
cradle. Equipped with safety 
latches and positive side lock 
compressors. 


MAHOGANY, 
GREEN WALNUT OR 
OR GRAY | KNOTTY PINE 


$106.90 $121.90 


8004Y..........Legal Size..........Four Drawer............ 118,75 133.75 
1002Y.......... Letter Size..........Twe Drewer............ 79.50 90.00 
8002Y..........Legal Size..........Two Drawer............ 84.75 95.25 





COLE 





PRICES SLIGHTLY HIGHER IN TEXAS, COLORADO AND WEST OF THE ROCKIES 





STEEL EQUIPMENT COMPANY 


285 Madison Avenue, New York 17, N. Y 





bar in a desk tray. When the stock 
balance gets down to a minimum, the 
record is offset to the right—which sig- 
nals it’s time to re-order. When the or- 
der is placed, it’s noted on the card and 
the record is offset to the left, which 
indicates the goods were ordered but as 
yet undelivered. The card is returned 
to the center punch when the goods are 
received. All records and guides are 
held on a bar in the Cardineer Desk 
Tray by their keyhole slots and cannot 
be spilled or scrambled. Offset records 
stay offset until returned to normal. A 
wide ‘‘V’’ can be opened anywhere in 
the tray to expose the whole face of 
the record for reference without removal. 
Any number of records up to 810 can 
be housed in one tray. Sample records 
and literature from above address. 


HAND DUPLICATOR 
Heyer Corp., Chicago, Ill., announces 
the Model 60 Portable Printer. This 
small stencil duplicator is easy to use 
and prints typed and handwritten or 





drawn copy from low cost Heyer stencils. 
Ink squeezed from a tube into machine 
spreads evenly through the perforations 
to saturate the pad and one inking is 
good for several thousand impressions. 


The machine is rocked over the card or 
paper in its Tru-Line Guide Slots on 


the patented base. Accurate registration 
is assured for every copy. The machine 
may be used anywhere and prints on any 
object by lifting it off its base. Maxi- 
mum printing surface is 3” x 5”. Comes 
complete in storage-carrying case with 











Safeguard announces the newest addition to 
their office equipment line, the Safeguard Lowston 
Dee-R-Tee. This dry rubber tool eliminates all 
mess in cleaning type and will keep type as shiny 


as silver. 
L 
2, 


@ No soiled fingers 
@ No liquids 

@ Quick and easy 
@ Economical 





D-R-T CANADIAN DISTRIBUTOR — UNDERWOOD LIMITED, TORONTO 1 





SAFEGUARD MODEL H CHECKWRITER YOUR ASSURANCE 
OF COMPLETE BANK ACCOUNT PROTECTION 


SAFEGUARD CORP. 


Overse: 


Lansdale, Pa. 


4 Int, ei, ' 





as Distrib | te 
3312 Lencoster Ave., Phila. Pa. 


ee Oey 





NEW! from tape to till! 


\| B.C.Allen 
bash-Provector.. 








Now . . . for the first time. An upright cash register priced for the smallest pocketbook! 
Beautiful to look at . . . simple to use . . . the R, C. Allen Cash-Protector combines all 
the features of the standard Model 200 with these outstanding new developments: “‘easy 





reach” keyboard . . . 414” carriage with extra wide tape for marginal notations . . . 


completely enclosed rewind device (holds full roll of tape) . , . hinged top plate for fast 
ribbon change. Styled in burnished gold and ice green, the R. C, Allen Cash-Protector 


complements any store interior. Totals to $10,000.00, A smart addition to your business, 


Write today for complete information. 


R.C.Allen Business Machines, Inc. 


679 Front Ave., N.W., Grand Rapids, Mich. 





R.C.Allenryeewriter... 


better Z] ways 


MODEL 611 


Typing is easier because the R. C. Allen has all the features. Smoother acting line space lever 
... instant margin set .. . new touch . . . self-centering bail . . . and 23 other features. They all 


combine to make a typing machine of smart appearance and new dependability. 


Selling is easier because the R. C. Allen “Standard” is an item of reputation. . . pre-sold 


for you through continuous and intensive national advertising of the R. C. Allen name. It always 
pays to sell the best. 


Write today for complete information. 


R.C.Allen Business Machines, Inc. 


679 Front Avenve, N. W., Grand Rapids, Mich. | 
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initial supplies of 4 stencils, 2 tubes of 
black ink, correction fluid, ink brush, 
stylus, writing plate, printing base and 
instruction book, retailing at $10.95. 


WASTEBASKET 


Franklin Metal Products Co., 1500-2 8S. 
Wabash Ave., Chicago 5, Ill, makes the 
No, F-1500 Streamlined Executive Waste- 
basket designed to look well in any room. 
It meets government specifications and 
fire law regulations. Basket is 12” x 12” 


x 15”, has an attractive baked enamel 
finish and is available in green, grey 
and walnut. Body is .24 gauge steel 
with %4” concealed wire around entire 
top. Large, sturdy .20 gauge feet, rub- 
ber corners and rubber grommets. The 
Executive is packed 4 to a carton, total 
weight is 2514 lbs. 


TIME COMPUTER 


Fattor Mfg. Co., 1024 N. First St., St. 
Louis 2, Mo., makes the Fattor Time 


time 


which 
worked less all time off for meals, etc., 


Computer calculates net 


in six seconds. The computer can be 
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DEALERS 


Now is the time 
to restock with 


STORMS 
PRODUCTS 
CARBON PAPER 


INKED RIBBONS 
CARBONIZED ROLLS 


HERE IS 
YOUR 
CHECK 
LIST... 


HIGHEST 
QUALITY 


Prompt 
Efficient 
Service 


CARBON PAPER 


Typewriter 

Pencil 

Billing 

Saddleback or Reverse 
Speed-o-form 
Hectograph 

Stencil 

Binder 

Specializing au 


in One Time 
packaging Special Strip 


For Ozalid process 
under dealer's 
private imprint INKED RIBBONS for 


Typewriters 
Adding machines 
Billing machines 
Bookkeeping machines 
Addressograph 
Dupligraph 
Speedaumat 
Multigraph 
Multilith 

Daters 

Time clocks 

Flat bed presses 
Special purposes 


“The Complete 
Line” 


Stands the test 


CARBONIZED ROLLS for 


Adding machines 
Bookkeeping 

Elliott Fisher Billing 
Autographic register 
Tailor marking 

Neon (asbestos) marking 
Teletype 

Elliott Addressing 


*RcORDs even 


TAAOt mane 


Manufacturer to the Dealer Trade Exclusively 


H. M. STORMS COMPANY 


Storms Building, Brooklyn 16, N. Y. 











Wribe 
STENCIL 
The New Shade of Emerald 


GREEN 


that can't be matched! 


Nothing can 
touch it for : : 
non-glare = >) a a : 
and perfect | 
visibility 


Frankel 
Manufacturing Co. 


ESTABLISHED 1906 


45 years of 
manufacturing know-how 


The Home of the Crystal Stencil — 
The Original Film Stencil Since 1930 


4 
| 
| 
| 
I 
| 
| 
| 
| 
! 
l 
| 
| 
! 
! 
| 
! 
' 
| 

J 


FRANKEL MANUFACTURING CO. 
1720 Arapahoe St., Denver, Colorado, U.S.A. 


Please rush samples of your new Emerald Green stencil. 


DENVER, COLORADO 


In New York City, contact 


CRYSTAL COPY CORPORATION 
23 West 23rd Street 


EE ME OT SS 


Sn 


Street address 


| 
| 
| 
! 
| 
| 
| 
l 
! 
| 
! 
| 
i 
{ 
| 
| 
| 
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operated with one hand, leaving the 
other hand free for writing. A full 24- 
hour day, or any part thereof, is covered 
and models are available for figuring 
time either in hours and minutes or in 
tenth-hour units. The computer is 
sturdily constructed of heavy plastic 
with brass gears and mounted on a heavy 
metal base with felt bottom. Two- 
color scales are easily read from a com- 
fortable working distance and face of 
computer can be adjusted to any angle. 
Made to withstand long, constant use in 
payroll, cost accounting and budgeting 
work. Because this device, which weighs 
4% lbs., might be confused with thin 
plastic or paper tables, it is offered on 
10-day free trial to prove its value. 


HAND CLEANER 


F. 8S. Webster Co., 8 Amherst St., 
Cambridge 42, Mass., announces their 
O.K. Hand Cleaner for removing hecto- 
graph, ball point pen, duplicating and 
stamp pad inks; and stains from type- 


writer ribbons and carbon paper. It 
leaves hands soft with no greasy or sticky 
feeling and allows workers to clean their 
hands at their desks. O.K. Hand Cleaner 
is made from the finest beauty in- 
gredients and has a pleasant fragrance. 


ASPHALT TILE MAINTENANCE 

Multi-Clean Products, Inc., St. Paul, 
Minn., makes an anti-slip penetrating 
and surface sealing asphalt tile preserver 
which is applied four times a year and 
eliminates waxing. 
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Accounting Board 


Speeds Up Payroll 
And A/C Receivable! 
Save 2/3 in Time! 


Eliminates Individual Postings. 4 
Writes 3 Forms At Once. Elim- ~ 


inates Transcribing Errors. 


Multi-Rite, the new ac- 
counting board, is the 
modern efficient way to 
record data. Hand oper- 
ated. No costly machines 
to install. 


Complete Details On Request 





44-03 21st St. Long Island City, N. Y. 
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Fredy wats IW. INDUSTRY 


DESK TOP EQUIPMENT 


Quality, efficiency and years of dependable service 
have placed the Bert M. Morris Company foremost 
in the field of better Desk Top Equipment. Many 
famous users have their emblems imprinted in gold. 


MORRISET — the constan. 
flowing, all-round writing 
implement that holds o 
full 2% ounces of ink for 
months of writing without 
refill. Absolutely will not 
flood. Choice of five quick- 
ly replaceable “thread-in” 
points — extra fine, fine, 
medium, broad, stub. 


THERE 1S NO SUBSTITUTE 
FOR QUALITY. All Morris 
writing sets are equipped 
with iridum tipped points 
and each point is tested 
and approved at factory 
jor writeability 


STURDINESS e EFFICIENCY 
SMARTNESS 


These are combined in the 
superior design of all Desk Top 
Equipment manufactured by 


THE BERT M. MORRIS CO. 


The setting shown — pen set, 
memo pad, letter tray, ash tray. 
bookends and phone rest are a 
rich appointment to any desk — 
the stamp of an exacting, effi- 
cient executive The complete 
setting retails for little more than 
the cost of one higher priced - 
comparable fountain pen set 


MEDIUM 


BERT M. MORRIS CO. Desk Top Package Deals #100 and *200 
Inquire about the surprisingly low cost of completely 


furnishing a desk with these items. cosets 








FOUNTAIN PENS — an efi- 
cient and economical pen 
set with “‘thread-in" 


BOOK ENDS — at last — 
inexpensive book ends to 
match modern office fur- 
niture 


LETTER TRAY—strong two 
two types welers point suspension allows 
bronze bar that drops as access from entire front 
paper is used. or standard and both sides Tiers 
box style quickly added, legal or 
letter size, 


ASH TRAY—A real He-Man 
ash tray. Glass lined. per- 
fect for any desk or con- 
ference table. 


MEMO PADS—available in 
With 


Money saver in any office 


BERT M. 


ORRIS CO. vepr.0-1, 8651 WEST THIRD STREET—LOS ANGELES 48, CALIFORNIA 
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Work Simplification 


(Continued from page 47) 


performance from people—work done 
correctly, on time, efficiently, in suf- 
ficient volume. We have the right to 
expect that they will work to our inter- 
ests and if necessary will adjust to our 
way of doing things. This is a two way 
street. Our traffic will be better con- 
trolled with a basis for understanding. 
This plan establishes that basis: stand- 
ards for what and how to do, and sim- 
plification of the work for the greatest 
accomplishment, for the ease of the 
worker, for the reduction of costs. 

If further evidence is needed to stimu- 
late us to accept the benefits from a 
work simplification and standards pro- 
gram, let some case histories present evi- 
dence. A writer, dealing with ways of 
reducing office costs, discussed a paper 
on office management problems pre- 
sented before the American Management 
Assn. He writes in part: “The import- 
ance of forms in the cost of operating 
an office was stressed by , plan- 
ning supervisor of . In a program 
of standardizing forms carried on by 
(this company), a saving of $135,000 
was affected over a five year period. Be- 
fore the form analysis was made, 27 dif- 
ferent forms were used. This figure was 
reduced to 7 and the number of neces- 
sary clerical operations was reduced 
from 34 to 18.” 

This illustration confirms two points. 
1. There is pay dirt in simplification, in 
this illustration several thousands of dol- 
lars of it. 2. This point I feel is partly 
responsible for the failure in getting all 
management people to implement a sim- 
plification and standards program. This 
illustration indicates it must be an 
exceptionally large company. True it is 
a splendid example of a principle pay- 
ing off but my worry is that examples 
such as this, appearing frequently as 
they do in articles and discussions of this 
type, are more likely to discourage than 
encourage. It may have the effect of 


making it appear that what we are dis- | 
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FABBRICA ADDIZIONATRICE ITALIANA 
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oa ep Rey 


OP RIG Sie ees 





Prints on Postcards - 
Shipping Tags - Labels 


Boxes ¢ Cartons ¢ Packages 
ALSO FORMS, BULLETINS, MENUS, LETTERS 


MULTISTAMPD 


MANUFACTUREO ONLY BY THE MULTISTAMP CO., INC., NORFOLK, VA. 
THE ORIGINAL HAND STAMP STENCIL DUPLICATOR 
e@ A “rubberless” stamp in one minute for 2c 
@ Type, write, draw, trace on low-cost stencil 
@ 1000 or more copies from 1 stencil... 
@ Non-mechanical.. . 
@ Replaceable ink pads 
© 8 Complete Outfits . . . 


one inking 
. made of non-corrosive metal 


$9.50 to $99.50 


POPULAR No. 3—POSTCARD AND LARGE TAG SIZE 
Durable case includes 12 stencils, $] 950 


ink, ink brush, stylus pen, writing 
board, type cleaner, correction 
varnish, illustrated instructions. 120 Sey 


At Your Office or Shipping Room Supply Dealer 


ADDING MACHINE PARTS 


Serving Dealers for 20 Years 
Write for Our Catalo 

| Tene merit | 
a. wan 9) = H N, JR. 


The Pioneer Adding 5. Moa 
ADDING MACHINE PARTS. EXCLUSIVELY 


P. O. Box 144, Elmhurst Station, 
Oakland 3, Calif. 





cussing is only for large offices. That 
is not true, as we shall see. 

The principle applies to all of us and 
will pay out for all of us—small, 
medium or large. Perhaps proportion- 
ately it will pay out in better ratio. It 
is conceivable that simplification may 
have been neglected more in smaller of- 
fices so that the percentage of savings 
and the advantages to be procured are 
therefore greater. There are methods, 
procedures and operations in any of 
your offices ready to be simplified, with 
surprising reduction in costs if you ac- 
cept this program and act upon it. 

The Atlanta NOMA Chapter con- 
ducted a study group with 66 individuals 
enrolled for eight evening sessions of 
three hours each. After the first night 
one individual, fortified with nothing 
except enthusiasm for the principle, 
went back to his office to look for sav- 
ings. He had 20 people, was faced with 
two resignations and was having dif- 
ficulty getting two replacements. The 
day after this first session he analyzed 
the work being done. The principal, or 
most time consuming function, was writ- 
ing several hundred form letters a day 
to individuals for reference information. 
In analyzing the letters, with this newly 
acquired philosophy of simplification, he 
was intrigued by the number of type- 
writer strokes necessary for punctuation 
marks and for writing complete names. 
He experimented by having one girl 
eliminate periods and commas in writing 
names and addresses merely typing 
initials instead of full first and middle 
names. Her production increased almost 
15%. Then he added the other girls 
and there were corresponding increases. 
The employees themselves had worried 
about not having replacements for the 
two resignations because the work would 
pile up and overall performance would 
not be as good as it had been. The re- 
sult: 18 girls doing what 20 did pre- 
viously. Considerable reduction in costs 
and, in addition, employees were happy 
they could keep up with the work in 
spite of two resignations. 

Now for an experience in a smaller 
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SHARP 
LEGIBLE CARBONS 








ee 


FOR PERFECT COPIES, Dudingutshed 


TARA 2Z CARBON ‘dinguiihed 


Shipping department, billing department, the boss’s confidential file . .. 
every duplicate is a perfect record when you use TARA. 100% rag 
tissues with hard, clean surface mean sharp, accurate 

reproduction and easy reading. No 

smudging, no fingerprints, faintness 6F 

blurry erasures. Yet TARAS 

brighter writing and longer life cost you 

no more than ordinary carbon papers, 


THE AMERICAN CARBON Bip CORP. 


A 


313 West Lake Street «© Chicago 7, Illinois 


The carbon with 
© perfect record 


Exclusive Silver Shield 
Non-Curl Backing 


PROVE IT NOW! 
No matter how many copies you usually 
moke, try TARA... FREE. Mail the coupon 
now for free samples without obligation. 


ybephas aes 





ei 








SHORT! 
Ose... 


——F — 9 
Sub pey 
One-Time 
Carbon- Interleaved 


BUSINESS 
FORMS 
For SPEED... 


ACCURACY... 
ECONOMY 


in office and factory record-keeping activity. 


7 
TAILOR-MADE . . . to meet 
your special requirements. 
Snap-Easy Sets * Continuous Forms 

Fold-over Statement Forms. 


Exclusive, but Not Expensive! 


Expert Staff . . . Complete Facilities . . . 
Prompt Service . . . . Reasonable Prices! 


Make your next office form a  SnapSasy- 
SOLD THROUGH DEALERS 


For Prompt Quotations, Write Today! 


Arthur J. Gavrin Press, dnc. 


JEPT. O. GAVRIN PRESS BLDG 


New Rochelle « New York 





office with eight personnel. One girl 
was spending about half her time writ- 
ing names and addresses on ecards to be 
checked through various city records to 
determine which contained any informa- 
tion of a desired nature. From habit 
each slip was dated without reason, but 
no one had ever questioned it. Then 
the name and street location was written 
and, believe it or not, the name of the 
city (9 letters) and the abbreviation of 
the state (4 letters) plus a period. The 
city and state were wholly unnecessary 
since the records were only one city’s 
records. Considerable reduction in typ- 
ing time was made with corresponding 
reduction in cost. Service was improved 
in addition to the reduction in costs. All 
because no one had ever thought about 
it before. 

Robert L. Peterson of Remington 
Rand, Ine., in a talk before the Chat- 
tanooga Chapter of NOMA some time 
ago on “Techniques for Clerical Cost 
Reduction” gave an excellent example 
of the savings to be gained in having 
standards. He related: “A girl was 
processing invitations to bid. She 
would receive them, record receipt, pre- 
pare, appropriate form letters and check 
to insure all information was shown. 
For years she had been processing 75 
bids a day and no one had thought to 
question her. As a result of a job analy- 
sis it became clear that many more bids 
a day should be processed. A simple 
study of a sampling of bids determined 
that this employee could easily process 
one complete bid in three minutes. As- 
suming she worked only 45 minutes out 
of each hour, it was clear she should 
have been processing at least 15 bids an 
hour all those years instead of nine. But 
no one had ever taken the trouble to ana- 
lyze her work.” 

If there is still any doubt about the 
benefits of work simplification and office 
standards for you and your company, 
I'll paraphrase a popular cigarette slo- 
gan and say “I dare you all” to accept 
for 30 days the adoption of this philoso- 
phy. Accept the smallest portion of 


(Continued on page 113) 
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Amazing INK-PEN-CIL NOW IN PRODUCTION 


by GZ The New Pranklin 


: Feels like a pencil No. F-1500 
© Writes as easily og STREAMLINED : 


oa est ES EXECUTIVE 


12 lead pencils 
@ Does not leak or 
smear WASTEBASKET 
fevered Seat eta | 
757 Waveland Ave., Chicago 13, Ill. For All Uses! 





Meets Govt. Specifi- 
cations and Fire 


WHEN YOU BUY OFFICE FURNITURE Rae: Reperettens 


Specify Desks by Imperial ALL THESE FEATURES! 


Body 24 gauge steel, large feet, 20 gauge ! 
Ya" ‘wire around entire top. Rubber corners | 
\ and rubber grommets on feet. 





COLORS: GREEN, GREY and WALNUT 
BAKED ENAMEL FINISH 
ASK YOUR DEALER PACKED 4 to CARTON, WT. 25'/2 Lbs. 


Imperial Metal Products Co. 
DESK CO : Franklin sm 02 S. Wabash Ave. 


we 5, tt. 
Evansville, Indiana 

















- FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - 


$100 REWARD 


$100 is the average profit or reward on every sale 


CASH REGISTERS 


For INDEPENDENT Dealers—Liberal Terms 


“74e FEDERAL CASH REGISTER CO. 


DEPT. 18 P.O. BOX 2265 KANSAS CITY, MO. 
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RUBBER TYPEWRITER KEYS 
Bring comfort to typing! 
Greater operating ease! 
ia Greater work accuracy! ee 
Prevent broken fingernails! 


PLASTIC KEYTOPS AND PLASTIC KEYBOARD PARTS 


in colors, with numerals and all signs 
ADDING MACHINES CALCULATORS 
ACCOUNTING MACHINE J CASH REGISTERS 
BOOKKEEPING MACHINES COIN CHANGERS 
TY PEWRITERS OF ALL MAKES 


INDIA BERLIN-CHARLOTTENBURG 9/V, GERMANY, WEST ZONE 
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ASPA Convention 


The third annual convention of the 
American Society for Personnel Adminis- 
tration will be held at the Hotel Statler, 
New York, June 7 and 8, it was recently 
announced by Walter C. Mason, presi- 
dent. The steady growth of the mem- 
bership, without benefit of campaigns, is 
indicative of the interest which has 
been manifested in the society during its 
two years of existence. From its for- 
mation, it accepted only those personnel 
people interested in the objectives, pur- 
poses and principles of the society, and 
who were willing to contribute their 
time, energy and efforts toward the 
building of a professional personnel or- 
ganization. Leonard J. Smith, Lightolier, 
Ine., 346 Claremont Ave., Jersey City, 
N. J., is general convention chairman. 


Awarded Records Fellowship 


Arthur Barcan of the Navy Depart- 
ment’s Office Methods Division, Execu- 
tive Office of the Secretary, was awarded 
a $10,000 graduate fellowship by the 
National Records Management Council, 
New York, for advanced study in busi- 
ness paperwork and record-keeping con- 
trols. The award was announced by 
Emmett J. Leahy, president of the coun- 
cil, who said that Mr. Barean will in- 
vestigate and devise new measurements, 
new types of controls and new analytical 
techniques applicable to office systems 
and records. ‘‘The basic objective of 
the council’s new fellowship,’’ Mr. 
Leahy explained, ‘‘is to make corporate 
paperwork and record keeping more pre- 
cise through the application of quality 
control, thereby reducing the volume of 


108 


records at the source and increasing their 
value and usefulness as a management 
tool.’’ 


Lawyers-CPAs Agree on Taxes 


A statement of principles aimed at 
elimination of controversy between law- 
yers and certified public accountants was 
made public following its approval by 
the council of the American Institute of 
Accountants, national professional so- 
ciety of certified public accountants. The 
statement covers the proper areas of 
practice by members of the two profes- 
sions in the field of federal income taxa- 
tion. It asserts the basic principle that 
‘fit is a proper function of a lawyer 
or a certified public accountant to pre- 
pare federal income tax returns.’’ 


Houston NOMA Institute 


The Houston Chapter, National Office 
Management Assn. will hold a regional 
institute June 18-20 in cooperation with 
the University of Houston’s College of 
Business Administration. Registration 
and program details from P. L. Harris, 
TSC Motor Freight Lines, P. O. Box 
2625, Houston, Texas. 


OMAC Scholarships 


Sponsorship of two $100 scholarships 
providing for attendance at North- 
western University was announced for 
Office Management Assn. of Chicago by 
H. W. Dickhut, president, and A. H. 
Dorstewitz, chairman of the education 
committee. One scholarship will be 
awarded to a student of a Chicago high 
school or junior college and the second 
to an employee of a company affiliated 
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EG. Gurley 


President of the Atchison, Topeka and 
Santa Fe uses a DICTAPHONE TIME-MASTER! 


TOP AMERICAN EXECUTIVE, Mr. Gurley, 
says: “I am happy to join the many busi- 
ness executives who praise the TIME- 
MASTER for the remarkable, efficient ma- 
chine it is. It’s so easy to use, so handy to 
record thoughts the moment they occur.” 


Today more Dictaphone TIME-MASTERS 
—with the revolutionary recording me- 
dium, the Memobelt—are used than any 
other electronic dictating machine! 


The Memobelt, most convenient medium 
ever developed, is a seamless, plastic belt 


—so small you can mail 5 at once in an z 
ordinary envelope. So inexpensive you use 
it once, throw it away! You get more done 
in less time, at less cost. Secretaries love 
TIME-MASTER’s tiny, bell-clear, light-as-a-” 
feather Magic Far. 


Call your local Dictaphone man for a 
demonstration in your own office! 


DICTAPHONE 
CORPORATION 


“Dictaphone”’ is a registered trade-mark of Dictaphone Corporation 
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olivetti 14” 


IMPROVED DESIGN 
FULLY AUTOMATIC 


printing calculator 


We take pride in the reception accorded the OLIVETTI 14/5! 
Printing Calculator by American business, always ready to 
adopt progressive, time-saving methods. 


Combining the features of a high-quality calculator and a 
high-capacity adding, listing and subtracting machine, together 
with fully automatic operation and accurate printed record, 

the OLIVETT! 14/51 answers this demand for greater efficiency. 





Request a demonstration under your actual operating conditions. 





Sales and service throughout the United States 


Olivetti Corporation of America exccusive vu. s. oistrisuror 


} 








with OMAC. Winners will be deter- 
mined by examination. Each school or 
company will be allowed to nominate a 
contestant. The scholarship provides for 
study at evening school and will permit 
two semesters of attendance. 


TSA Meeting 


The regular monthly meeting of the 
Transcription Supervisors’ Assn. was 
held May 14 in New York. The meet- 
ing featured a talk on ‘‘How to Co- 
ordinate with the Organization,’’ by 
Prof. L. C. Lovejoy of New York Uni- 
versity, and a showing of the film, ‘‘ Pat- 
tern for Survival.’’ 


OEANY Officers 


The Office Executives Assn. of New 
York elected the following officers at 
its annual business meeting last month: 
Homer B. Harrison, Kenneth H. Ripnen 
Co., president; Robert Cameron, Socony 
Vacuum Oil Co., executive vice presi- 
dent; Rudolph Lang, National Business 
Show, secretary; Alwyn W. Ogden, Uni- 
versal Atlas Cement Co., treasurer. 


Wide World Photo 


Marie Wilson, who plays a dumb secretary in 

“My Friend Irma”, told the Hollywood chapter 

of National Secretaries Assn. there should be 

a Society for the Prevention of Cruelty to 
Secretaries. 
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What Makes HOTCHKISS -5 
the FAVORITE? 


Ask any top-flight secretary. She will tell 
you, “I have to use my Hotchkiss-5 Office 
Stapler as often as my telephone. I must 
have a stapler that I can depend upon, a 
stapler that doesn’t misfire or jam. 


“What's more, my boss says Hotchkiss Chisel- 
Pointed Staples are alone worth the price of 
admission. He likes the way I can remove a 
Hotchkiss staple and leave his papers virtu- 
ally unmarked.” 


Ask any top-flight office supply dealer. He 
won't mince words either: “I've got to watch 
the service angle on staplers. I don’t dare to 
recommend one that’s going to backfire on — 
me. I know I'm going to make a friend 
whenever I sell the Hotchkiss-5 Office Stapler 
and Hotchkiss Chisel-Pointed Staples.” 


If you have never used . . . or sold. . . the 
Hotchkiss-5 Office Stapler and Hotchkiss 
Chisel-Pointed Staples, better mail this cou- 


pon today. 
AWotchleiss 


. NORWALK 1, CONNECTICUT 


! C1 I use staplers. Tell me more about the 
1 Hotchkiss-5 and where to get one, 
C0 I sell staplers. Send me your proposi- 
I tion on the Hotchkiss Line and:tell me the 
name of the nearest Hotchkiss Distributor. 
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THE 
NEW 


LIGHT in weight! 
LIGHT in touch! 


FAST typing with a 

minimum of effort. 

QUIET typing, for 

greater efficiency. 

CLEAR typing at high 

speed, for easy read- 
ing. HANDY typing _ ealershins 
controls, for increased 

output. ALL on the 

great new Olympia— 

the portable that gives 

office machine per- 

formance. 


LIGHT 


OFFICE TYPEWRITER 


Made in 
Western Germany 


Make 6 to 12 readable carbon copies on this 
full keyboard machine with its 88 characters in 
choice of 3 type styles. Beautifully designed in 
claret, black or olive finish. Precision-built for 
heavy duty typing. Write for illustrated litera- 
ture today. 


INTER-CONTINENTAL TRADING CORP, 
90 WEST STREET, NEW YORK 6, N, Y. 





| The MODERN Way to COLLATE... 


- « » and SAVE MONEY 


Offices the country over save money on col- 
lating by using the Evans GATHERING RACK. 
You can do the same, whatever your collatin 
problems. Use the racks for collating dupli- 
cated material, for direct mail assemblies, for 
sorting checks, freight bills, etc. Put the 
Evans GATHERING RACK in your office with- 
out delay. 





See your Dealer or write: EVANS SPECIALTY CO., INC., 407 N. Munford St., Richmond 20, Va. 


One Worker Gathers 
3,500 Sheets an Hour 
with the EVANS 
GATHERING RACK 


Collating of all sizes done faster and 
cheaper. Racks can be used singly, or in 
pairs, as shown. Worker sits or stands, 
collating without fatigue. Each section 
holds 500 sheets at inclined angle. Of 
all aluminum, racks are light but sturdy, 
and collapse for setting aside. 





8 MODELS 
to choose from 
Priced 
$11.00 to $25.00 
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Work Simplification 


(Continued from page 106) 


what will be covered here for applica- 
tion. 

In a broad way we have covered what 
is meant by work simplification and 
office standards to show the advantages 
to be enjoyed in reducing costs, improv- 
ing employee relations, improving our 
working with people and getting better 
performance. We stress there is some- 
thing to this approach to benefit you 
and your company regardless of size 
or type of problems, with special ap- 
peal to those who may have had the 
feeling that it is not practical for them. 
The aim has been to give you a “thirst” 
for practicing what has been, and is be- 
ing, preached. How can you do this? 
For guidance these suggested steps to 
follow may be helpful: 

1. RECOGNIZE AND ACCEPT 
THIS SUBJECT AS A POLICY, AT- 
TITUDE OR PHILOSOPHY. This is 
a policy, more than a practice, in reduc- 
ing the subject to its fundamental. 
WORK SIMPLIFICATION is a con- 
stant and continual attitude so that day 
in and day out, by methodical thinking, 
only necessary functions will be per- 
formed and then only in the least elab- 
orate manner consistent with the pur- 
pose. Setting OFFICE STANDARDS 
is the philosophy of determining what 
is best in the way of methods, quality, 
product or articles. When determined, 
it is to be consistently applied. To be 
of the greatest value, standards should 
be written and used. This first step is 
the most important. If it, and it alone, 
is accepted, you will start to reap the 
benefits which have been outlined. 

The simplicity of such a reeommenda- 
tion may work against it. Sounding so 
simple, most office managers will say 
they already have this philosophy. If 
this is your reaction, start with a mental 
questioning, questioning, questioning. 
Think, “Is this operation, which was 
necessary in the past, still necessary 
now?” Are people following methods 
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"DEALER'S CHOICE” 
BUILDING BUSINESS 


parret! 


GRAYTONE MODELS 


WITH DIRECT SUBTRACTION 


MODEL B192E 


Electric Printing Calculator 
9-Column Totals up to 9,999,999.99 


MODEL B192 


Hand-Operated Printing Calculator 
9-Column Totals up to 9,999,999.99 





Some territories now 
open for exclusive as- 
signment. If interested in 
securing an exclusive 
and profitable agency, 
write for full information. 


EXCLUSIVE 
SALES 
AGENCY 

_PLAN! 














BARRETT ADDING MACHINE DIVISION 


:  Lanston Machine Company 
24th and Locust Sts., adelphia 3, Pa., U.S.A. 








mach 
*Norta Plostic Type Cleaner 
it's easy to use—no mess 
—no liquids to spill. 
*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 
Free somple sent wpon request ...write to 
NORTA DISTRIBUTING COMPANY 


1123 Broodwoy, New York 10, N.Y. 


SOLID COLORS OR TWO-TONED COMBINATIONS OF SILVER AND BLACK; 
MOTTLED, BROWN AND GREEN 


” 
500 WHITE CARDS 
TINTED INDEX TABS 


imprintable Counter Circulars Available 


Neda. 


“K-LINE" Self-Locking Posts 
POLISHED ALUMINUM 
The most efficient 
and economical 
binding posts ob- , 
tainable for use in & 
all types of STOR- 
AGE BINDERS. Vari- 
ous lengths, also ex- 
tensions and special 
posts with removable 
heads, are available. 


Prices with full details on request. 


W. R. KLINE CO. 


440—73rd Street, Brooklyn 9, N. Y. 
EXPORT 
BOOKKEEPING 


MACHINES 


CALCULATORS 
TYPEWRITERS 


ALL MAKES, Used and Rebuilt 
Mail or Cable us your enquiries. We quar- 
antee prompt personal attention, - lowest 
prices and absolutely reliable service. 


Richard Gibian 


119 LAFAYETTE STREET 
NEW YORK 13. N. Y. 
Cables: ‘“‘ERGIBIAN.”’ Telephone: REctor 2-6580 























developed on the spur of the moment, 
without knowing it is the best way? 
Have any needs ceased to be needs? Is 
this report in its present form still 
needed? Is this correspondence or re- 
port to be filed, really needed on file? 
Are people following habit without 
knowing it is a good habit?” 

If you will start each and every day 
by being a doubting Thomas, not aecept- 
ing the status quo but making it prove 
itself right, then and only then will you 
put yourself on the work simplification 
band wagon. For the moment forget the 
tools, the charts, the details of making 
studies. Just be a positive dissenter. 
Take an approach of dissatisfaction, un- 
til you are satisfied. Your questioning 
attitude and observations will result in 
detecting where simplification can be 
procured. In the final analysis it is 
merely the application of good sound 
judgment to determine only what is 
necessary to do and to keep the methods 
as simple as possible. With this philoso- 
phy and attitude you will detect and 
then correct. 

Whether one or several employees are 
involved, this philosophy is needed first. 
There are of course other steps which 
permit a more extensive approach. The 
fact is pronounced that there is some 
portion, if not the whole of a program, 
which will fit your individual needs. 
You may if you wish, proceed to step 
IL. 

Il. CONDITION 
MANAGEMENT, 


YOURSELF, 
PEOPLE. An 
active interest in, and enthusiasm for, 
such a program is your self-condition- 


“ . ’ . 
Your machine's in 
perfect condition.” 











DELUXE MODEL 


, Check 
2 Writer 


Machine for the Big 
Job of Protecting Checks 


Prints symbols in black, figures in red, in 
ee ink, Inking is uniform and auto- 
matic. 


MARCY F. RODERICK COMPANY 
3312 Lancaster Ave., Philadelphia 4, Pa. 


THE SEST BAND INTHE LAND. 


Alliance is the leader in 
the band business . . . the 
world’s largest maker of 
rubber bands exclusively. 
Naturally then, lowest 
prices, highest count and 
quality per pound. Crepe, 
grey or brilliant colors in 
bulk or the handiest de 
dispensing packages 

yet invented. 


WRITE FOR 
SAMPLES, 
PRICES 


ALLIANCE 
RUBBER CO. 
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BRAND NEW REPLIMAT 
ALL PURPOSE OFFSET 
TYPEWRITER RIBBON 


For typing on all offset master plates, as well 
as for ordinary letters. No need to change 
ribbon. Will not dry out—either in machine 
or on shelf! Guaranteed and proven by actual 
test to give 2 to 3 times more typing. 


Send for trial ribbon i" $1.25 
postpaid TODAY 1.B.M. $1.50 


R J 3 L | C A PRODUCTS 
CORPORATION 
Manufacturers of Offset 
Duplicating Supplies 
154 NASSAU STREET. NEW YORK 38. N. Y. 


WON'T TIP OVER 


SHOWN: NEW MARCHANT Figuremaster 
ON A TUSCO STAND. 


TUBULAR SPECIALTY MFG. CO. 
1940 Stanley Ave Detroit 8, Mich 


ESTABLISHED 1921 





¢-THRU 


the Quality Line of 


STURDY, TRANSPARENT @ 
PLASTIC 


T-SQUARES 

PROTRACTORS and 

OTHER RULING, 

DRAWING and 

COMPUTING DEVICES 
Write for Free Catalog 


C-THRU RULER CO. 


Hartford, Conn... U. S. A. 








METAL 
Personal 


FILE! 


KEEPS YOUR PERSONAL PAPERS 
SAFE—HANDY—CONVENIENT! 
Meets your every demand for a top quality personal 
file. Large secret chamber with 5 storage envelopes. 
Main compartment with 20 file folders, Fire resistant. 
Water repellent. Swivel front opens a full 3 inches. 
Two locks. Two keys. Made of heavy yauge metal for 
long life, lasting looks. Beautiful hammerloid finish. 

a yey or wwetig G = 12” 

x ”” deep, Packe 0 Ccar- 

ton. Shipp. Wot. 8 Ibs. A top $Q.15 

Value. Order your needs today. LIST 
MASO STEEL PRODUCTS 

Dept. O, 81 W. Van Buren St., Chicago 5, Ill. 
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Gives Precision Alignment 


FOR FAST, ACCURATE TYPING 
OF BOTTOM LINE INDEX 
ON ALL VISIBLE CARDS 


10 Card Sizes — $1.45 to $1.75 


Ask Your Visible Systems Supplier 
or write to PALLEY MFG. CO. 
69 Mechanic St., Worcester, Mass. 








The Smallest Rotary Liquid Duplicator 
Takes smallest stock up to legal size. Precision 
prints in one or many colors at one time, on all 
paper from airmail to carton weights. A_ fast 
seller at only 


Write for dealer discounts today! 


Rex Rotary 


DISTRIBUTING CORP. 


19 West 31st St., New York 1, N. Y. 
Telephone: Wisconsin 7-4927-9 


Tue Orrice—June, 195] 








ing. Your enthusiasm will spread to 
others. Top management should and 
will be in accord with the philosophy. 
It may take patience in some instances 
if your program is to be of a more ex- 
tensive nature. If you can show evi- 
dence of success, what top management 
would be reluctant to go along with a 
plan to do better and cut costs? 

People must be conditioned by show- 
ing their interests are concerned and 
having them participants in the plan. 
The benefits of making work easier, more 
pleasant and more satisfying become 
theirs with this program. They will 
furnish most of the ideas of what to do. 
They have a knowledge and will -wel- 
come the opportunity of making their 
contributions. Their sense of impor- 
tance is being appealed to and dis- 
played. You can capitalize on this added 
sense of glory. 

Realize there is a usual resistance to 
change, a natural resistance and entirely 
unintentional. By conditioning employ- 
ees for participation and acceptance you 


CLIX 


3-HOLE PAPER PUNCH 


Simplest, surest paper punch made. Punches 
all 3 holes for 3-ring binder sheets at a single 
squeeze. No adjustments to make, no gauges 
to set, no places to mark. Insert sheets and 
squeeze! Weighs less than 16 ounces; fits 
brief case or desk drawer. $3.75 list. 


MODEL 3..Punches 3 holes 
\%" dia., spaced 44%" on cen- 
ters, 4%" from back binding 
edge — standard spacing 
11" x 844" sheets. 








Order from your Stationer or Office Supply Dealer 
\ NEW ENGLAND PAPER PUNCH CO., NATICK, MASSACHUSETTS 


will have accomplished much to over- 
come it. If your conditions and circum- 
stances call for a more expanded pro- 
gram, you can then take up step III. 

Ill. PREPARATION: INFORM 
YOURSELF; LEARN ABOUT TOOLS 
AVAILABLE AND THEIR USE; 
TEACH KNOW HOW TO OTHERS 
IF NECESSARY; USE COMMON IN- 
TEREST OF NOMA MEMBERS. In- 
form yourself by reading about work 
simplification methods of accomplish- 
ment, to the extent you are interested. 
For smaller units the approach need not 
be complex. If your interests are broad 
you can read more extensively. You 
can set the degree consistent with your 
own individual problems. 

Learn about those tools that may serve 
a purpose for you, to the extent you will 
need them. Remember the various 
charts are a means to the end. You will 
find explanations and directions for 
their use readily in NOMA publications 
and the Office Handbook. If yearning 
develops, learning is not far behind. 


CLIX 


1-HOLE 
PAPER 
PUNCH 


Personal paper 

punch for indi- 

viduals, home, 

office and industry. Light pressure of thumb 

punches clean 14” hole instantly in paper, light 

cardboard, etc. Ideal for punching tickets, tags, 
restaurant checks. 24 in counter 
display carton. 50 cent list. 


MODEL 100... Punches \" 
hole, 4%" from binding edge. 


y 
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Ht, NEWS 
“of the Industry 





Dealer Division Executives 


Remington Rand announced two execu- 
tive changes in the field staff of its 
dealer sales division last month. Stanley 
L. Ekstame has been transferred to 
Minneapolis as branch supervisor of 
sales from a similar position in Des 
Moines and S. P. Bland, sales representa- 
tive in Chicago, has been promoted to 
the vacancy created as branch super- 
visor of sales in Des Moines. Both 
men joined the company in 1949. 


Taylor Sales Manager 

Joseph F. Taylor, president, Taylor 
Chair Co., announces appointment of 
Robert M. Crippen as sales manager. Mr. 
Crippen for the past four years has been 
sales representative in the north central 
district. Prior to his territorial assign- 
ment, he was assistant to the vice presi- 
dent in charge of sales. 


Key Moves to Elizabeth 


Key Ribbon & Carbon Co. for numer- 
ous years located in New Brunswick, N. 
J., have moved their factory and offices 
to larger premises at 963 Newark Ave., 
Elizabeth, N. J. Eugene Di Luco is the 
president of this manufacturer of ribbons 
and carbons. 


Reelected to NICB 


L. C. Stowell, president, Underwood 
Corp., was reelected as a board member 
of the National Industrial Conference 
Board at its 322nd meeting in April. 


NOMDA Service Guarantee 


The National Office Machine Dealers 
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Assn. announced a plan whereby their 
members will issue guarantee certificates 
to purchasers of machines, entitling the 
buyer to free lifetime lubrication service 
at any NOMDA member’s store and 1- 
year free mechanical service. Policies 
and promotional material are available 
from NOMDA’s_ executive secretary, 
Harold Mann, 1267 N. Wilton Place, Los 
Angeles 38. 


Old Town Appointments 


Old Town Corpo- 
ration announced 
the appointment of 
George A. W. Wil- 
son as branch man- 
ager for its Chi- 
eago offices at 225 
N. Wabash Ave. 
Mr. Wilson, for the 
past several years, 
was manager of 
branch offices in 
Chicago and Milwaukee for a large ma- 
chine and supply company. In this ¢a- 
pacity he supervised the sale of business 
machines, carbon paper, ribbons and du- 
plicating supplies. Previous to this ap- 
pointment as branch manager he served 
on the sales foree of the same firm, 
specializing in the retail distribution of 
duplicating supplies. Mr. Wilson served 
for two years in the Army and prior 
to the war he was, for many years, 
salesman of fine papers and specialty 
paper products to manufacturers and 
printers in the Middle West. His ex- 
perience and background make him a 
valuable representative for Old Town 
in Chicago for the distribution of the 
well known Old Town Liquid Process 
Duplicating Machine, accessories and 


George A. Ww. Wilson 
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‘Waste Handling Problems Disappear 


TRADE MARK 


WASTE BASKETS” 


Waste handling costs shrink with 

new, improved Vul-Cot waste 
baskets—Last longer, are practically indestructible 
—Cut maintenance and replacement costs—Stand 
hardest wear, rims do not break—Colors do not chip 
off—they are part of the fibre itself—Unlike waste 
baskets made of wood, will not splinter, aren't heavy 
—Unlike waste baskets made of metal, will not dent, 
rust or corrode—Are lightweight, easy to handle and 
‘clean—Provide luxury at an economy price. Slight 
additional first cost saved many times over due to 
long life and lasting good looks—Are guaranteed 
for five years—Are perfect for schools, offices, 
institutions. 








You're assured many years of service—lower costs 
—with Vul-Cots. Write today for catalog price sheet 
Dept. 0-5. 





The Round Taper—most popular of all Vul-Cots 
for general office and schoolroom use. Takes little 
space, is neat and attractive. Two sizes, nos. 2 and 3. 


The Square Taper—a distinctive style, popular 
with executives and ideal for reception or board 
rooms. One size, no. 5. 





The Round Straight—especially designed for 
washrooms, basements, ticker rooms,: lobbies, 
shipping and mailing rooms. Two sizes, nos. 9 and 
10 


Colors—All sizes made in standard colors—maroon-brown 
and olive-green. Gray also available for use with gray office 
furniture. 


For Sale by Stationers Everywhere. 


ATIONAL VULCANIZED FIBRE CO. 


Wilmington, Delaware 
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Whieh File 
of Papers 


Rid your files of soft folders and loose filing, with 


ACCOBIND FOLDERS 


“ACCO-bound Papers are SAFE Papers” 


Accobind Folders of fine pressboard 
incorporate the ACCO Fastener of 
smooth pliable steel for the all-im- 
portant safety factor. Each paper, 
punched and placed over the prongs 
of the ACCO Fastener, retains its 
proper place in the folder by date, 
number, or other required sequence, 
and is not subject to accidental loss 
or misplacement. 

The unique Accobind transfer 


feature enables the bound units to 
be withdrawn from the metallic 
holding device in the folder, to be 
placed — ready-indexed — in the 
transfer file. With a new Indexing 
Sheet and ACCO Fastener intro- 
duced into the slideway of the 
Accobind Folder, it continues on, 
year after year, to give you a 
supremely fine filing-binding service. 


All good stationers have Accobind Folders and Acco Fasteners (30 styles) for your every need. 


ACCO PRODUCTS, INC., OGDENSBURG, N. Y. 
In Canada: Acco Canadian Co., Ltd., Toronto 
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duplicating supplies, carbon paper, and 
inked ribbons. 


File Renamed Kin-Dex 


Kinetic Novelty Co., 625 Broadway, 
New York 12, announces that it will 
discontinue the use of its trade mark 
‘*Win-Dex’’ (as heretofore appeared in 
their advertising in this publication) 
which will now and _ henceforth be 
changed to ‘‘Kin-Dex’’ in order to 
avoid any complaints or possible con- 
fusion with other trade marks for similar 
rotary desk-type card-index devices. Jn 
addition, Kinetic Novelty Co. takes 
pleasure in announcing the removal of 
its factory to larger and improved quar- 
ters at 295 Lafayette St. where their 
executive and sales office also will be 
located. 


Wins Box Award 


Kee Lox Mfg. Co. was awarded first 
prize in the office equipment division at 
the National Paper Box Manufacturers 
Assn. convention in Atlantie City, for 
the Kee Lox Kopy Aligner Carbon 
Paper Box. 


Letter Writing Week 


The 14th annual National Letter Writ- 
ing Week is scheduled for Oct. 14-20, 
according to the Paper Stationery & 
Tablet Manufacturers Assn. 


Defense Dept. at Business Show 


The 48th National Business Show of 
the office machinery equipment and sup- 
ply industry at New York’s Grand Cen- 
tral Palace in October, will take on an 
official air with the appearance of prac- 
tically every branch of the Department 


of Defense as exhibitors. Specific ex- 
hibits have not been decided upon as yet 
but each branch of the Armed Forces 
will feature various procedures and prac- 
tices in their office work handling that 
conserve material, manpower, and gen- 
eral expense. Manned by trained per- 
sonnel from each service, the equipment 
used will be, for the most part, standard 
manufacturers items and show, in detail, 
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When the man calls with + 


PEERLESS IMPERIAL 
FINAL-LINE CARBON 


—welcome him! 


Welcome the Salesman who puts an 
end to re-typing letters because you 
“typed too far down on the page.” 


FINAL-LINE 
Carbon has 3 
holes at the 
top and bot- 
tom of an 
uncoated ex- 
tension edge 
which tells 
you where to 
START — 
warns you 
where to STOP. It’s the biggest boon 
to Typists since carbon paper was 
invented. 


FINAL-LINE 
IvPIST GUIDE 


Coben Teper 


Don’t wait for the Salesman to call. 
Ask your Dealer for samples — or 
write to us. 


¢ 


PEERLESS IMPERIAL CO., Inc. 


General Office and Factory 

28 Peerless Place, Newark 5, New Jersey 
N.Y. Office: 7, 321 B'way « Chicago 2,179 W. Washington St. 
Detroit 18, 37 Linden St., River Rouge, Michigan 





| CARBON | 
| PAPERS 


TYPEWRITER @ BILLING 
FAN-FOLD @ PENCIL 
CARBON JACKETS e REGISTER ROLLS 


INKED RIBBONS 


TYPEWRITER e@ TABULATING 
ADDRESSOGRAPH e TIME STAMP 
BOOKKEEPING MACH. e ADDING MACH. 


HECTOGRAPH SUPPLIES 


CARBONS e@ MASTER UNITS 
RIBBONS e@ DUPLICATING FLUID 
HAND-CLEAN CREAM @ CORRECTION PENCILS 





CODO CARBON GRIPPER BACKING SHEET 
A patented Codo feature included in each Box of “Super 


Treated” — “Super-Kote -"“Keen-Rite” not for sale 


Codo-mre. core. {- 


Foctory: Coraopolis, Po 


270 Lafayette St 
New York 12, N ¥ 


564 W. Monroe St 
Chicago 6, tll 


401 Wood St 
Pittsburgh 22, Pa 


some interesting applications not readily 
available in the average exhibition. In- 
formation on all phases of government 
contracts will also be available at the 
show from Munitions Board personnel. 


Royal Appointments 

W. H. Parks, controller, Royal Type- 
writer Co., announced appointment of 
J. J. Gunderson, formerly assistant 
manager of the accounting department, 
to the post of manager of that division. 

Robert 8. Urinyi, formerly manager of 
the methods and systems department at 
Royal, has been placed in charge of the 
newly organized purchasing, stationery, 
and printing division, formed when the 
New York purchasing and the methods 
and systems departments were combined. 


Lamp Firms Merge 


Joint announcement of the new Faries 
Division of General Lamps Mfg. Corp. 
was made by C. A. Laystrom, president, 
Faries Mfg. Co. and O. Sackstader Jr., 
president-treasurer, General Lamps Mfg. 
Corp. Faries will continue the sale of 
their lamps, maintaining sales offices at 
Decatur, Ill., and in principal cities. The 
only change that will be made will be 
in that Faries Lamps will be manufac- 
tured in the large, modern plant of Gen- 
eral Lamps Mfg. Corp., at Elwood, Ind. 
General Lamps will also continue the 


Are Your Guide Tabs Ea 
BROKEN ? sa sttctvare is) 


Unbreakable spring Jaws 
clamp them firmly to cards but 
permit removal or rearrangement. 


Large openings covered by trans- 
rent pyroxylin, white, blue, green, yellow, pink, or red. 
nsertable labels in perforated strips for typing. 


2 Sizes, 1” wide and 2”. Tops straight or bent back. 


Sold by leading stationers, U. S. and foreign, or sent 
ppd. to responsible firms on 30 days’ trial. Price list free. 


Samples (5 or less) 2 cents each. 
8,575 used by Crouse-Hinds Co., Syracuse 
CHAS. C. SMITH, Mfr., Box 727, EXETER, NEB. 
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sale of its line, maintaining its regular 
sales organization and its sales office in 
Elwood. 


For Gray in New Jersey 


Ralph A. Nerrie, Audograph Co. of 
New York, announced appointment of 
John M. Connolly Jr. as Newark dis- 
trict manager for the firm. Mr. Con- 
nolly will be ini charge of sales of the 
Gray Audograph dictating equipment in 
northern New Jersey. His office will be 
at 650 Broadway, Newark. 


English Firm Expands 


Imperial Typewriter Co. will build a 
£500,000 subsidiary factory at Hull, Eng- 
land, where a 14-acre plot will be the 
site for the 100,000 sq. ft. building. 
Operation of their Leicester factory will 
continue. 


Increases Plant Protection 


Two former officers of the Bureau of 
Criminal Investigation of the New York 
state police have been named to key posi- 
tions in the plant protection organization 
of Todd Co., Rochester, N. Y., it was 
announced by A. Richard Todd, execu- 
tive vice president. The appointments 
are the first phase in an expansion of 
plant protection activities. Within a 
matter of months, the protection force 
will be doubled, intensifying the round- 
the-clock security that has always been 
a company watchword. The move is 
aimed at coping with increased prob- 
lems in connection with the company’s 
regular business—manufacture of pro- 
tected, insured checks for banks and 
business, and of Protectograph check 
writers and check signers—and in con- 
nection wtih defense contracts. 


NSOEA Convention Speakers 


National Stationery & Office Equip- 
ment Assn. announced that Dr. Norman 
Vincent Peale will address its 45th an- 
nual convention Tues., Sept. 25, on the 
‘*Technique of Successful Living.’’ Dr. 
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Ae ‘DUPLICATORS 
Lg \ and Supplies jor 
es S a Duplicators 


' 


THE “HEYER CORP + CHICAGO 





ALL PURE COMMERCIAL 


WAXES 


CARNAUBA © OURICURY © BEESWAX 


Sole Agents 
GENUINE 


*RIEBECK BRAND 


MONTAN WAX 


STROHMEYER & ARPE CO. 
139 Franklin St., New York 13, N. Y. 


“Reg. U.S. Pat. Of. 











PRINTER'S TYPE 


FOR IMPRINTING ON MULTIGRAPHS 
Stymie Light #10-190F and Stymie 
Medium #10-290F, which work in 
typesetters. 
We also carry 20th Century Bold 
#604, Medium #605 and many other 
faces from 6 to 24 point. Brush 
302 in 14, 18 and 24 pt. Catalog 
upon request. 


Multigraphers Composing Co., Inc. 





638 So. Federal St., Chicago 5, 














OUTLOOK ENVELOPE CO. 


100) . WASHINGTON BLVD., CHICAGO, ILL. 











Opicina-C)onner 


HANDY CALCULATORS 


“T he machine to count on’’ 


The following example shows 
simplicity and speed of opera- 


tion. 


ONLY ONE SETTING NECESSARY 
Simply set levers at “68” and 
calculate the answer in 25 sec- 
onds without setting any other 


figures. 


68 units @ $1.75 
15% discount 


$119.00 


101.15 
Less 242% for cash .. 2.53 


$ 98.62 


Compare the advantages of this 
sturdy, low-cost, portable, effi- 
cient calculator with any ma- 
chines in the field. Why pay 


more? 


Write for Bulletin QO-63 


QOdhner Sales inc. 
IVAN SORVALL, PRES. 
210 FIFTH AVE., NEW YORK 10, N. Y. 


SOLE DISTRIBUTORS FOR U.S.A. 





R. F. Patterson, dean of the University 
of South Dakota’s School of Business, 
will this year address the entire conven- 
tion because of the fine impression he 
made last year before the manufac- 
turers’ division. 


Ellis Bishop in New Work 


Ellis G. Bishop who for so many years 
made himself known throughout the type- 
writer industry as the advertising and 
sales promotion manager of Royal Type- 
writer Co. last month joined the execu- 
tive staff of ‘‘Seventeen’’ Magazine as 
assistant to the publisher. Mr. Bishop 
served as chief of the equipment and 
supplies section of the Office of Emerg- 
ency Management during the last war. 
He takes with him the best wishes of 
his many friends in the typewriter busi- 
ness. 


Chicago Furniture Dealers 


The Chicago Office Furniture Assn. 
elected the following officers at its meet- 
ing last month: Harry Hofherr, Kendrick 
Furniture Co., chairman; George De Beer, 
manufacturers’ representative and Mar- 
tin Hilmer, Weber, Hilmer & Johnson, 
directors; Norman Ginsburg, Joseph 
Ginsburg, Ine., president; Al Levinthal, 
William Geiser Office Furniture & Equip- 
ment Co., vice president; Arthur Olsen, 
Olsen’s Office Supplies, secretary; Abe 
Golden, Royal Metal Mfg. Co., activities 
secretary; Al Lipsky, Business Furniture 
Co., treasurer. 


NOFA Moves 


The National Office Furniture Assn. 
has moved its headquarters to 175 Fifth 
Ave., New York 10. The telephone num- 
ber is GRamerecy 7-6531. Announcement 
was made by John R. Gray, executive 
director. 


Underwood Appointments 


L. P. Lane has been appointed man- 
ager of the Springfield, Mass., branch 
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SICADY~ 


Easier to work with than many bosses—consistently more 
reliable than many boy friends. Weldon Roberts Erasers 
TRI-PLY and SUEDE are dependable, quality ‘'steadies"’ 
of countless typists. 


Both numbers octagonal-shaped. In brush-top styles, too, for giving 
eraser crumbs a quick, clean brush-off. No. 3900 TRI-PLY WHISK—No. 
9000 SUEDE WHISK, both with durable plastic holders, pebble grained to 
prevent finger slipping. 


WELDON ROBERTS RUBBER CO. Newark 7, N. J. 


| wth 
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Weldon Roberts Erasers 
please the most workers, do 
the cleanest erasing in the 
least time. Your dealer has 
Weldon Roberts Erasers in 
the styles best suited to your 
requirements. 


yas 0 


eon gps 





Force DRI-FLD 


WRITING IMPLEMENTS 


ALL-PURPOSE 
STENCIL AND MARKER BRUSHES 
Fountain-type construction for 
trouble-free operation. Available 
with round, square, chisel or 
cube nibs. Instant dry or opaque 
models. 


WMA FORCE 


& COMPANY. INCORPORATED 


Jn .p 9 ire ys 
Withelin Preusicke 
LORY. 
BERLIN SW68 US-SEKTOR 
FRIEDRICHSTRASSE 210 


THREE QUARTERS OF A CENTURY’S SERVICE 


ADDRESSING MACHINES 


EQUIPMENT-SUPPLIES-PARTS 


REBUILT ADDRESSOGRAPH 
ALL MODELS 
HAND & ELECTRIC 
WE MANUFACTURE... 
BUY and SELL Pilates, 
frames, trays, cabinets, tabs, 
ribbons, speedaumats. Our 
large stencil embossing dept. 
gives fast, accurate service. 


REBUILT ELLIOTTS 
ALL MODELS 

HAND & ELECTRIC 
WE MANUFACTURE... 
BUY and SELL Fibre sten- 
cils, long & short trays, 
cabinets, liquid & paste ink. 
Also Smith Stencil type- 
writers. 
WRITE FOR INFORMATION, PRICES & CIRCULAR 
Dept. 9-0, 40 W. 15th St., N. Y. 11, N. Y. 


MAILERS’ EQUIPMENT CO. 


*% ADJUSTO-SWING fits most desks, wood or 
metal. Easily attached. 


*% Adjustable to proper height. 
% Converts flat top to Steno desks. 
%& Insures your machines against tipping over. 


Adjusto-Swing Office Machine Stands Co. 
509 Shelby St. Detroit 26, Mich. 
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office of Underwood Corp., at 14 Wil- 
braham Road, according to W. F. Arnold, 
vice president and general sales manager. 
J. 8. Lanucha was appointed manager of 
the Pittsfield, Mass., branch at 77 East 
St. 

Underwood Corp. recently opened a 
branch office with headquarters in the 
Government Building at Oak Ridge, 
Tenn., where E. E. Taylor has been ap- 
pointed branch manager. 


Burroughs Brooklyn Service 


Willard M. Stover has been appointed 
branch service manager of the recently 
established Brooklyn, N. Y., branch of 
Burroughs Adding Machine Co., C, A. 
Baker, general service manager, an- 
nounced. Mr. Stover joined Burroughs 
at the company’s Philadelphia branch 
as a serviceman in 1923. 


Old Town Purchasing Agent 


Old Town Corp. has announced the 
appointment of Edward A. Kelly as pur- 
chasing agent. Mr. Kelly comes to Old 
Town with a background of over 15 
years experience in the purchasing field. 
Prior to that he was associated with a 
Wall Street brokerage firm. His office 
is at the main plant, 750 Pacifie St., 
Brooklyn, N. Y. This appointment was 
made as a part of Old Town’s present ex- 
pansion program and to further its policy 
of close contact with its dealers and 
distributors. 


McBee Technical Division 


Gilbert C. Strege has been named 
manager of the Technical Division of 
McBee Co. and headquarters have been 
moved from New York to Milwaukee. 
McBee Co. inaugurated its Technical Di- 
vision in 1944, under the direction of A. 
F, Niendorff, now sales manager of the 
Accounting Equipment Division. The 
Technical Division offers assistance and 
counsel from an unbiased and profes- 
sional viewpoint. For a modest per 
diem charge, qualified specialists study 
problems, write procedures, design forms, 
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@ BooKkKEEPING 
@ CALCULATING 


‘onditioned. Write for 
current prices. 


321 BROADWAY » WEW YORK? WY 
WO 4-1240° able: Hodgmach 


3 eeal),. PROBLEMS 


SOLVED —— 


1. Safeguarding privacy. 
2. Quieting the office. 
3. Better hearing—noisy places. 
HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 


nce 1927 














Desendsic MUTOCOPY 
DUPLICATOR PRODUCTS 


FOR STENCIL, 
GELATIN aud 
LIQUID PROCESSES 


AUTOCOPY, 


6 WEST SUPERIOR 
18 WEST is STREET 


INCORPORATED 


CHICAGO 1 ILLEINOTS 


Lt 2 ee es 11 N Y 


CASH, REGISTER 


International Cash Register Parts Co. 





VALET 78 RACKS 


LOCKERETTE 


—COMBINES THE BEST 
FEATURES OF BOTH 
LOCKERS AND COAT RACKS 








Wraps are exposed to air 
and light. Employees do not face the 
weather in damp wraps that have ben 
crumpled in dark lockers—do not eat soggy 
lunches, soaked by wet hats or gloves. Each 
person has his own spaced coat hanger, ven- 
tilated hat shelf and 12" x 12" x 15" deep 
lock box for lunches, tools and personal 
effects. 


Lockerettes save space too . . . the No. 6-12 
(2 column) accommodates 12 people in 6 
feet; the No. 9-18 (illustrated) accomo- 
dates 18 in 9 feet. 


More salable because they keep wraps 
“in press." 


Improves health and morale — lowers 
absenteeism. 


WRITE FOR BULLETIN NO. OL10 


) 


bal s 
i var || . 
| VOGEL - PETERSON CO. 


624 So. Michigan Ave Chicago 5, Ill: 








instruct personnel, supervise installa- 
tions and act as temporary supervisors 
during the early stages of an installation. 
McBee has Technical Division represen- 
tatives in most regional, cities and will 
soon have the service expanded on a na- 
tional basis. These representatives are 
not salesmen. Users of the service are 
under no obligation to buy McBee prod- 
ucts. 


WOFI Reelects Officers 


Wood Office Furniture Institute re- 
elected the following officers at its an- 
nual meeting: A. F. Kreig, Jasper Seat- 
ing Co., president; Sterling Lord, Leo- 
pold Co., vice president; C. E. Hayworth, 
Alma Desk Co., treasurer. Other execu- 
tive committee members elected were 
Raphael Blessinger, Jasper Desk Co.; F. 
J. Boling, High Point Bending & Chair 
Co.; R. E. Sturm, Jasper Office Furniture 
Co. 


Win Brand Name Awards 


Latsch Bros., Lincoln, Neb., was cited 
‘‘Stationery Store Brand Name Retailer 
of the Year’’ for leadership in the dis- 
tribution of famous product brands. A 
Certificate of Distinction was presented 
to W. H. Kistler Stationery Co., Denver, 
for their leadership in brand name retail- 
ing. The awards were among 66 pre- 
sented to outstanding merchants in 17 
categories of retailing, selected from 
more than 2,000 nominations submitted 
to Brand Names Foundation. 


Smith-Corona Purchasing Agent 


““H. W. Smith, president, L C Smith & 
Corona Typewriters Inc., announced the 
appointment of Howard W. Foster as 


general purchasing agent for Smith- 
Corona, succeeding Charles F. Parsons, 
who has retired. Mr. Parsons joined 
Smith-Corona in 1904, less than a year 
after the four Smith brothers organized 
their new typewriter company. then 
known as L. C. Smith & Bros. Type- 
writer Company. Mr. Foster entered the 
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NEW, LARGER, JOGGER! 


New Model A-7 Jogger has a ONLY 
deck size of 15 x 12 in. and power 95 
to jog more than a ream of paper $9q 


at a time. Extremely flexible and 

durable, Pays for itself quickly in mail, duplicat- 
ing and file rooms; in printeries and binderies, 
etc, Automatic switch is adjustable for from few 
sheets to a full ream. 

MODEL A-5—'/2 ream capacity—Deck 12 x 10— 


18.95. 
mobeL A-10—Rheostat-controlled action, foot switch. 
Deck Size 20 x 15—$69.95. 


cl 

& Ree 

< 

= MAGIC CIRCLE MANUFACTURING CORP. 


. 
‘eq cO* 6136 EB. Admiral Place 
Tulsa 8, Oklahoma 


TYPEWRITERS 
ALL MAKES 


REGAL'S NEW YORK warehouse 
and 80 stock depots carry a re- 
volving stock of 10,000 machines. 


“A — omg 
_ / 


| 


ening! a 


REGALRITE BRAND 
RIBBONS AND CARBONS 
e 


THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best hy Test—Best for Less 


@ 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, -N_ Y 
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THE MODERN COPYHOLDER 


1025 - 15th Street, N. W. 
RITE-LINE CORP. \roicte 5 DC. 


Do You Want.. 


the Best Values in 
Rough and Rebuilt 
Office Machines? 


Buy from \NTERNATIONAL 
ADDRESSOGRAPHS ... 


+.» all makes and models are available at 
International, Every machine we ship is 
guaranteed to be exactly as specified. 
We Offer a Full Line of Select Rough 
and Rebuilt .. . 


* BOOKKEEPING 
ATING MACHINES 
ERS * TYPEWRITERS 


ESSOGRA 


Dealers’ Inquiries Welcomed 
Write, Phone or Wire 








w oowo INTERNATIONAL 
OFFICE APPLIANCES, INC 





The PARALINER Is a new device for rul- 
ing forms. it has a micrometer-like setting 
knob by which the distance between lines 
is measured. When once set the straight 
edge moves forward the exact measured 
distance step by step, with a — pres- 
sure of the thumb and forefinger. The oper- 
ation. is very simple and anyone can pro- 
duce forms the equal of a skilled draftsman. 


Send for full particulars 


THE PARALINER COMPANY, INC. 
226 Colorado Bidg., Washington 5, D. C. 


to be free of all 
defects — YOUR 


B. F. GOODRICH 
PLATENS 


Nationally Distributed by 


SHIPMAN-WARD MFG. CO. 
325 N. WELLS ST. @ CHICAGO, ILLINOIS 


Remember buy your 
B. F. GOODRICH PLATEN 


om your local typewriter dealer 


POSTURE FINGER 
AND TIP 
COMFORT ADJUSTMENTS 


THE SEATI 
POSTURE CHAIR C 
205 Chariotte Kansas City, Mo. 





Cramer is Again in Defense Work 
Producing Specialized Seating for Industry 


STENCIL BOOK FILE 


The Smart Way to 
FILE STENCILS 


Available in 50 and 100 page capacity. 
Contains index, numbered pages and pro- 
duction record sheets. Special oil-treated 
pages keep stencils moist and flat for 
future use. 

Capacity 50 stencils 

Capacity 100 stencils 


TECHNYGRAPHSH CO., Techny, I 
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company in 1912, and worked in the 
purchasing department for a number of 
years. 


Addressing Machine Booklet 


Adrema Maschinenbau, G.m.b.H., 20 
Gotzkowskystrasse, Berlin NW _ 187, 
Western Germany, in an informative 
booklet well illustrated in color, gives 
the reader a background of their almost 
40 years experience in the manufacture 
of Adrema addressing machines. The 
booklet particularly elaborates on the 
precision in the manufacture of Adrema 
products and makes an interesting pre- 
sentation. 


NPA—Committee Meetings 


The Marking Device Industry Ad- 
visory Committee at its first meeting 
with the National Production Authority, 
has asked that the industry be classed 
as essential to the defense effort and to 
the civilian economy. Unavailability of 
copper and brass is a major problem, 


MACHINES 


Write to C.E.C. for information 


committee members said. They recom- 
mended that the copper conservation or- 
der (M-12) be changed to specifically 
allocate copper to devices for labeling, 
marking or branding. Effects of short- 
ages of other raw materials including 
ethyl cellulose for dyes and pigments 
and various other chemicals used in plas- 
ties, castor oil for certain types of ink 
and stainless steel for tool steels are 
beginning to be felt by the industry, the 
committee said. 


The Fountain Pen & Mechanical Pen- 
cil Industry Advisory Committee re- 
ported at a second meeting with NPA, 
that the industry had cut its use of 
nickel to a minimum. Through conver- 
sion to less critical materials—carbon 
and chrome: steels—and elimination of 
nickel in all parts except those com- 
ing in contact with corrosive inks, the 
industry has saved 42,045 lbs. of nickel. 
The industry’s minimum current require- 
ment for nickel is 88,282 lbs. the com- 
mittee said. 


about models available and prices 





CALCULATOR EQUIPMENT CORP. 
Orange, New Jersey, U.S. A. 
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Accountant's Role In Our Nation's Defense, The, William B. McCloskey............. 


Air Force Supply Cataloging, Operation "On Target" Speeds 
Analysis, Profits from Office, Walter V. Smith 


Blind, "Visible" File for the 
Britain Plans a Great Office Equipment Exhibit, W. B. Woods 


Britain Strives to Raise Office Production, Harry Ward..................6.0000505. 


British Manufacturers Aid Rearming Program, C. J. Mortimer 
Building in Oklahoma, New Office 


Canada Lifts All Import Bars on Office Machines, K. C. Dalglish 


Cataloging, Operation "On Target" Speeds Air Force Supply..................... 


Chicago, Feb. 26-March |, 9th Annual Seminar and Exhibit in 
Coal Industry, Defense Office Planning in, H. G. Elam 
Consolidated Edison's Procedure for Office Safety, Sidney Feldman 
Controls Often Retard War Production, Blanket, A. J. Sutherland 


Decorating with Office Machines 

Defense Planning, Office Executives Report on Their 
Dictating Machines Save a Firm $45,000 a Year, How 69 
Distributor's Job in Maintaining Offices, The, Zac Smith 


Duplicated Forms to Stage Television Show, Use Many, Sidney Feldman......... ... 


Education for Benefit of All Society, Business, Edwin A. Swanson 

Education vs. Training in Office Management, C. Canby Balderston 

Electronics for Offices?, What Applications Has, John S. Coleman... 

Electronics Will Not Cause a Clerical Revolution, William Bowman Worthington... 
Emergency in Our Times Has Now Become Normal, T. Coleman Andrews 

English OMA Promotes Practical Management, A. Bradley 

Equipment Needed to Produce War Material, Office, Car/ L. Elofson 

Exporters, Multilateral Trade Is Aim of U. S., William E. Danjezek 


Filing—Do You Get It?, You Pay for Good, W. F. Pugh 


Food Vending Machines for Feeding Office Workers, Lyne S. Metcalfe.............. 


Ford Motor Co. Plans New Offices 

Forms Distributors, Products and Services of, F. J. Ring 
France Is Increasing Office Systems Products, George Vieillard 
Furniture Can Increase Production, Modern Office, A. F. Krieg 


German Office Industry Rising Over Difficulties, Hans-Joachim Runte 


Hawaiian Office Building, New, R. Wenkam 
Help, Prepare to Overcome Shortages of Office, Frank L. Rowland 


IASA Conference in Chicago, 29th Annual, May 14-16 


Learning Third-R on Machines 
LOMA Spring Conference May 2!, 22 in Washington, Annual 


Machine?, When Is It Profitable to Buy an Office, C. /. Keelan 
Mail in 2 Hours, From Mike to .... 


Management for Office in World War 2. 5, Alert, E. O. 'Griffenhagen. Se eee ae 


Measuring Office Work, A System for, Herman Limberg 


NOFA Exhibit and Convention in Chicago, March 4-6 
NOFA Holds Its Biggest Convention 

NOMA Conference in New York, May 20 to 23, 32nd Annual 
NOMDA Convention in Detroit, June 28, 26th 


176 


47 
56 
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OMAC's Annual Midwest Seminar 
Operation, Offices Cannot Afford Inefficient, Ray R. Eppert 
Overseas Authorities on Office Equipment Conditions in Their Countries, Reports by,. . 


Payrolls, Making up Cash, Lyne S. Metcalfe 

Pen-Pencil Industry Has Expanded Greatly, Louis M. Brown........... «2. sees ene 
Pentagon: World's Largest Office Building, The 

Postwar Period, Too, Plan Now for Next, George H. Hamilton 

Problems Faced by Offices in 1951, Some, E. H. Conarroe 

Procedures Read! Get Your, Donald Peddie 

Purchasing Agent, Some Problems of the Public, Michael M. Donahue 

Purchasing In Our Defense Economy, Principles of, H. F. Jones 


Rating Bookkeepers, A Bank's Plan for Testing and, C. G. Will 
Records From Atomic Bomb Damage, Protecting, John W. Fiske, Jr 
Records, How GSA Is Managing Government, Garnett L. Eskew 
Records Protection in Wartime and Peacetime, A. R. Hedeman 
Reproduction and Imprinting Methods, Office, Irvin A. Herrmann 


Safety, Consolidated Edison's Procedure for Office, Sidney Feldman 

Sales Department, How Office Management Can Aid the, Ray R. Eppert 

Social Security: World's Biggest Bookkeeping Job, William Hurd Hillyer 

Standards, Getting Started with Work Simplification and Office, William C. Perry. ... 
Supervisor Training, Using Live Case Material for, Bernard Mintz 


Testing and Rating Bookkeepers, A Bank's Plan for, C. G. Will 


United Nations, Office Building of the 
U. S. Industry Can Win On Home and War Fronts, Claude A. Putnam 


War, Now Use Knowledge Learned in Last, W. M. Bennett 
War Will Intensify Old Management Problems, R. C. Ludlow 
Waxes Used in Carbon Paper, A. F. Drucklieb 

Women, Standards for Working 


Year, Use A Business 


Index to New Products in THE OFFICE, Volume 33, January through June, 1951 


ACCOUNTING MACHINE CALCULATORS 


Burroughs Adding Machine Co. ......... Apr., 142, Fabbrica Addizionatrice Italiana 
URGCTWOOE COPD. ois id cece cis cn ess ees ees June, 80 — Facit, Inc. 


a Rand, Inc. 

ADDING MACHINES eeree: Sw 

Precisa Distributors, Inc. ................. June, 

Remington Rand, Inc, ....................Jdune, CARBON PAPER 

Victor Adding Machine Co Allen & Co aoe 
American Carbon Paper OR. cs swine aie q 

ADDRESSING MACHINES Old Town Ribbon & Carbon Co. ........ Mar., 

Deans: Werle. (he i iv ccass cc tsvass Mar., 

Master Addresser Co. .............-.055 May, CHECKSIGNER 


AUTOGRAPHIC REGISTERS OND Oe weree etter este eeteeeee een rece ens Jan., 


Philip H c 
wip Mano Lo CHECKWRITER 


BINDERS Marcy F,: Radariek Coc sc. o.oo nczceuns Feb., 
Rpeeeter OCR. CR is in cisaaceests cated Jan., Safeguard Corp. ............. AS 
Cushman & Denison Mfg. Co 


General Binding Corp COPYHOLDERS 


Adkins & Kuschel Co. ; 
BULLETIN BOARD Precisioneering Mfgrs., Inc. ............. Mar.. 0 


Inc. 
A. C. Davenport & Son Feb. Standard Copyholder Sales & Dist. Co. ..Feb., 95 
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DICTATING MACHINES 


Thomas A. Edison, Inc. Jan., 118; 
Gray Mfg. Co. 

Magnetic Recording Industries, Ltd. 
Paramount Dictating Machine Corp. 
Zeuthen & Aagaard A/S 


DUPLICATOR, OFFSET 
Lithotype 


OUPLICATOR, SPIRIT 
Rex-O-Graph, inc. 


DUPLICATORS, STENCIL 


Addo Machine Co. 

A. B. Dick Co 

Heyer Corp. 

Mid-Continent Sales Co. ............. 
Rex-Rotary Distributing Co. 


DUPLICATING SUPPLIES 


American Stencil Mfg. Co. 
B-G Reproduction Co. 

Wm. R. Butler a 
Ditto, 

A. B. 

Sielinoaer Corp. 

Wm. A. Force & Co. 

Frankel Mfg. Co. ; ‘ 
DUNE EI? css 5 Sse baawetavexawe Jan., 
Ink Specialties Co. 

Kenro Graphics, Inc. 
Lumirol Corp. 

Master Addresser Co. 
Mimeo Mfg. Co. 
Multigraphers Composing Co. 
New Process Advertising Co. 
Polychrome Corp. .......... 
Printing Devices, Inc. . 
Replica Products Corp. 
Sanford Ink Co. 
Stanley-Sargent Co. 

F. S. Webster Co. 


ERASING SHIELD 
Allen & Co. 


FILES 


Cole Steel meaywent Co. 
Diebold, Inc. ... ; 

Kinetic ‘Novelty Oe... 
Remington Rand, Inc. 


FILING ootagyed 
Dennison Mfg i 
Oxford Filing’ Su supply Co. 
Remington Ran sacs. 


FLOOR MAINTENANCE 
Multi-Clean Products, Inc. 


FLOOR MATS 
Stempel Mfg. Co. 


FOLDING MACHINE 


Miller-Trojan Co. .... Pe cnts a FS , 152 
Okafold Co. hrs Wesco ...Feb., % 
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FORMS 
American Lithofold Corp. 
n., 118; May, 113; June, 
Boorum & Pease Co. Jan. 
Diebold, Inc. 
Charles R. Hadley Co. 
McBee Co. 
Remington Rand, 
C. E. Sheppard Co. 
Uarco, Inc, 


FURNITURE 


i ee Me wean en May, 
Extension Drawer Support Co. ........... Mar., 
Worden Co. 


GOLD-STAMPING MACHINE 
Wynn Mfg. Co. 


INKED RIBBONS 


Old Town Ribbon & Carbon Co. 
Underwood Corp. 


INTERCOMS 
Executone, Inc. 


LAYOUT KITS 


Chart-Pak, Inc. 
Visual Planning Equipment Co. 


LIGHTING 


General Lamps Mfg. Corp. 
Leader Electric Co. 


MAILING EQUIPMENT 
Buckens Mfg. Co, . 
Commercial Controls Corp. | 
Okafold Co. 


MONEY HANDLING 


Burroughs Adding Machine Co 
Continental Cashand Co. 


FAPER 


American Writing Paper Corp. 


pla aden wie Mar., 
Gilbert Paper Co. 


awk she Secs bc we komen Feb., 


PAPER JOGGERS 
Magic Circle Mfg. Corp. 
Mimeograph Supply Co. 


abs Suk Feb. 93; May, 
Jan. | 


PAPER SHREDDER 
Shredmaster Corp. 


PENS, PENCILS 


Eberhard Faber Pencil Co. 
Fisher Pen r 


PHOTOCOPY MACHINES 
American Photocopy Equipment C 
Charles Brunin Co. waite . 
F. G. Ludwig Associates . 





Poksctld: Gree iis fois oss i Sox test tae May, 


PHOTO FILE 
Son MAN I aia hi ciate ws onic caches Feb., 


POSTING TRAYS 


Intasco Corporation 
Weber Brothers Metal Works.. 


POSTURE CHAIRS 
Maso Steel Products 


PRE-CALCULATED TABLES 
Fattor Mfg. Co. 
Hourmaster 

Unit Record Co. 


RUBBER STAMPS 
Wm. A. Force & Co 


SHIPPING EQUIPMENT 
IR, i ns pau Feb., 


SIGNS 
Everett Plastics 


STANDS 
Maso Steel Products 


STAPLERS, ELECTRIC 
PON I Mg Ss a Sa bcc ncnncs bncvicwnpn Mar., 


STATIC ELIMINATOR 
Merix Chemical Co. 


STATIONERY SUPPLIES 
Cushman & Denison Mfg. Co. ... 


TABULATING EQUIPMENT 


International Business Machines Corp..... : 
Monarch Metal Products,’Inc. ............ May, 


TAPE 


RN RNG Ce ii ae ah odd wees ‘ 
Topnignt’ Tape: Gok 2s6.o ek iids dienes 


TAPE DISPENSER 


Mace reget TU RR Feb..,, 


TIME RECORDERS 
Cincinnati Time Recorder Co.............. May, 


TIME STAMPS 
Time, Date & Number, Inc, .-............ May, 
TYPE CLEANER 


Bud Type Cleaner ....May, 
Seteguene CMe sis ae IS May, 
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TYPEWRITERS, AUTOMATIC 
American Automatic Typewriter Co. ..... Apr., 165 


TYPEWRITER, FORMS DESIGN 
Ralph C. Coxhead Corp. ........ ..Mar., 105 
TYPEWRITERS, OFFICE 

L. C. Smith & Corona Typewriters, Inc.....Apr., 138 


TYPEWRITER, FORMS WRITING 
Underwood Corp. 


TYPEWRITER PARTS 
Shipman-Ward Mfg. Co. .............-+5. Feb., 95 


TYPEWRITERS, PORTABLE 
Inter-Continenta! Trading Corp. Jan., 121; June, 90 


WASTEBASKETS 
Franklin Metal Products Co, ......... June, 99 


WATER COOLERS 
General Electric Co. ........... Apr., 138; May, 113 





SAVE TIME looking for articles published 
in past issues of THE OFFICE by using the © 
complete index which appears at the end 
of each volume, in June and December. 
Keep your issues in these attractive binders 
from which copies can be easily inserted or 
removed ‘without injury to the hands. Each 
binder holds 6 issues—two binders for a 
full year’s copies are $3 postpaid in U. S. 
Binders are not sold singly. 


OFFICE PUBLICATIONS COMPANY 
270 Madison Avenue, New York 16, N. Y. 
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ACCOUNTING, 
BILLING, 
BOOKKEEPING 
+ & ANALYSIS 
~ MACHINES 


KARLO 


OFFICE MACHINE STANDS 
BUILT FOR SERVICE 
Combining 
Portability— 
Efficiency— 
Appearance— 
Durability 
Adjustable to the 
natural position of 
any pair of hands. 
KARLO STANDS 
ae designed to 
give better service 
than any other of- 
fice machine stand 
on the market. 
pet | LO —“—: 
combine added 
penne st We furnish all special features and rebuild 
ability, — the machines you order to your direct speci- 
appearance, utmos' . : was : 
elfictency ane fications. All machines unconditionally guar 


greatest anteed, Inquiries invited. 


durability. 


Write for 
full particulars 


KARL MANUFACTURING COMPANY 
" 32-36 lonia Ave. S.W., Grand Rapids 2, Mich. 





WE ARE ALSO BUYERS OF ALL MAKES 
OF OFFICE ACCOUNTING MACHINES 


Accounting Machine Export Corp. 
434 BROADWAY, NEW YORK 13,N.Y. 








CLASSIFIED DIRECTORY 
FOR OFFICE UTILITIES 


45,000 latest addresses of manufacturers and 
dealers out of all four zones of Germany 
and from Berlin contains the 


Biiromarkt—Classified Directory 

616 pages, a book, which is priced at 7 
US-Dollars, including postage, and which is 
a great help to each businessman, dealing 
with Germany. 


Please check also the following editions! 

Jiirgen Helfer: Konstruktionselemente der 
Schreibmaschine, 48 pages, 24 illustrations, 
50 cents. 

Dr. Walter Wittmann: Zweckmassige Buro- 
mobel, Grundlage rationeller Biroarbeit, 
165 pages, 80 illustrations, 2.50 US-Dollar. 
Dr. Rudolf Werneburg: ABC der Biirotech- 
7, 144 pages, 57 illustrations, 1.50 US- 
ollar. 


Ernst Martin-Johannes Meyer: Die Schreib- 
maschine und ihre Entwicklungsgeschichte, 
592 pages, more than 1000 illustrations, 8.- 
Dollar plus postage. 
You also should not miss to subscribe to the 
International Journal for Office Equipment 
“Biromarkt" which appears twice a month 
for an annual subscription rate of 5. US 
Dollar, and which informs you about all 
novelties coming on the European market. 
Pest your order te: 
VERLAG PETER BASTEN, 
AACHEN, GERMANY 








Hiawatha 


AIR MAIL 
PAPERS 


ALL WEIGHTS 
AND SIZES 


Send for Samples and Prices 


Wansco Paper Products Co. 
INC. 
409 Pearl Street, 
New York 7, N. Y. 
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-ADVERTISEIRS ° 


Acco Products, Inc. 120 Lanston Monotype Machine Co. 

a Machine Export Corp. Magic Circle Mfg. Corp. 

Acme Adding Machine Service & Sales Corp. Mailers' Equipment Co. 

Adjusto-Swing Office Machine Stands Co. ... 6 Manifold Supplies Co. 

Allen & Co. 86 Marchant Calculating ‘Machine Co. 

Allen Busi Machines, ee GS. Mase Sheol PrOGMENE oo... ise Fe. cee eee : 

Alliance Rubber Co. HS McBee Co, 

Allied Carbon & Ribbon Mfg. Corp. 29 Mergenthaler Linotype Co. 

American tt Ha Paper Corp. Mittag & verger, Inc. 

American Lithofold Corp. Morris Co. 

Ames Supply Co. Malfiorschere "Compan Co. 

Atlas Stenci Files Co. Multistamp Co. 

Autocopy, Inc. National Cash Register Co. 

Bankers Box Co. National Vulcanized Fibre Co. 

Barrett Adding Machine Division New England Paper Punch Co. 

Basten, Peter Norta Distributing Co. 

B-G Reproduction Co. Odhner Sales, Inc. 

Bostitch, Inc. Old Town Corp. : 

Bruning Co. Olivetti Corp. of America 

Bud Type Cleaner, . Outlook Envelope C 

Burroughs Adding Machine Co. Paillard Products, 

Calculator Equipment Corp. Palley Mfg. C 

Carter's Ink Co. Paraliner Co. 

Codo Mfg. 2. Peerless Imperial Co. 

Cole Stee Equipment Co. 95 Phillips Process Co. 

Columbia Ribbon & Carbon Mfg. Co. Pitney-Bowes, Inc. 

Commercial Cente Corp. Polychrome Corp. 

Convoy, Inc Precisa Distributors, Inc. 

Cramer fosters Chair Co. Pronto File Corp. 

C-Thru Ruler Co, Soees = & 

| og 9 ay! Regal Typewriter Co. 

Dick ‘Co.' A 3 “a ton Rasa ee. & Supplies Div.) 
A, usiness Machines upplies Div. 

age soe keira ea eke Gover ‘I Remington Rand nc. (Dealer Sales Div. 

emington Rand Inc 

Dreusicke & Ce. Co., Wilhelm ad (Management Controls Div.) 

Evans Specialty ¢ Co. Replica gyre Weng é 

E-Z Sort Systems Lid. Rex-Rotary 7 ~ orp. 


Fabbrica Addizionatrice Italiana egy 2 Ce. 


Line 
Faber-Castell Pencil Co., A. W. 
Faber Pencil Co., Eberhard Roberts Numbering Machine Co. 


Roberts Rubber Co., Weldon 


Facit, Inc. 
Fattor Mfg. pr Co., Marcy F. 


Co. 
Federal Cash Re ag Co. fe nid aon ove abe Samaroo 7, i 


Felt & Tarrant Mfg Inc., Peter J. 
Fisher Pen Co. Select-O-Phone Division 
Force & Co., A. 100 sen@busch Self. <gomee Inkstand Co. 


Frankel Mfg. Co. 
Franklin Metal Products Co. ences er He Co. 


Gavrin Press, Inc., Arthur J. Shipman-Ward Mfg, Co. 
General Binding orp. S-K Forms Co. 
Genera! Electric Co. Smead Mfg. Co. 
Gibian, Richard Smith Co., Chas. C. 
Gilbert Paper Co. 4 Smith & Gorona Typewriters, inc., L. C...Cover a 
Gray Mfg. Co. Speed-O-Print Corp. 
Hadley Co. Storms Co., M., 
Hamann Calculating Machine Co. Strohmeyer & Arpe 
Hamilton ete Corp. Sturgis Posture hair Co. 
4 ernnangy ea aper Co. Swift Business Machines Corp. 
arer Corp. Technygraph Co. 
chkiss &. A. Thomas Mechanical ogy ig Corp. 
Hoth A-Phone | ‘Corp. Time, Date & Number, 
Imperial Desk Co. Tubular Specialty Mfg. 
India Typewriter Sundries Co. Ltd. 
Ink Specialties Co. arco, Inc, 
Inter-Continental Trading Corp. Underwood Corp. 
International Cash Register Parts Co. Victor Adding Machine Co. 
range ogy Office Appliances, Inc. Vogel-Peterson Co. 
Karl Mfg. SO SONNE Wh ete i iivire shes cen secckeeekeens 
Kellogg Wansco Paper Products Co. 
Kineton” ® Novelty Go Wassell Organization 
Kline Co., W. R Wheeler Insulated Wire Co. 
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Invest in Tomorrow 


T this time of the year, we read 
of many fortunate young 
men and women winning full 
four-year scholarships to 


study a wide variety of subjects in 
almost all of the arts and sciences. 
But how many scholarships are 
awarded to bright young people for 
the study of office management? 
Philanthropists endow scholarships 


for the study of all branches of the 
arts; large business firms give 
scholarships for scientific and en- 
gineering study to students whom 
they hope will learn enough to more 
than repay the investment when 
they graduate and join their pa- 
trons’ organizations. Why the lack 
of interest in office management by 
these benevolent individuals and or- 
ganizations? 

When some top management 
executives were asked this question, 
their answers were, briefly: Aren’t 
such scholarships being offered? 
Isn’t the top office executive gen- 
erally an accountant who has re- 
ceived college training? What col- 
leges offer four-year courses in office 
management ? 

Supose we try to answer these 
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questions, which indicate the gen- 
eral trend of thought. As far as we 
know, no large sums are being spent 
to give deserving students a com- 
plete training in office management. 
If there are any full scholarships 
being offered, these have received 
too little publicity to attract the 
country’s top talent. College train- 
ing in accountancy is widely avail- 
able and attracts great numbers of 
men and women, but how many of 
them take post graduate work in 
specialized office subjects on a full 
daytime basis? Though the top office 
executive may be an accountancy 
graduate, what study has he made 
of such office subjects as duplicating 
processes, lighting, ventilation, time 
and motion study, personnel man- 
agement, ete., ete. To the third ques- 
tion, the answer is becoming better 
each year as more and more colleges 
add office management to their cur- 
riculums. 

Office management is a tremen- 
dously big subject that covers a wide 
range of related arts and sciences. 
But if an individual can learn 
enough of all the related manufac- 
turing processes to head the plant 
of, let us say, an automotive pro- 
ducer—why consider office manage- 
ment too tough to learn thoroughly? 
Let us subsidize some brilliant stu- 
dents’ education for clerical man- 
agement and give our offices the 
same advantage that our plants have 
had for so long. No business firm, 
or philanthropist, ever made much 
money without benefit of paper- 
work. Why not invest something in 
the offices of tomorrow? 
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CUT COST 
PER COPY. 


How do you handle y 

If you’re not already using # : 
other Continuous Forms, chances ‘are they 
can speed production and save you money. 

If you use them, but without 4 et 
bon, check into the advantages 
wood Corporation Masilolie Packones as 

This simple method of adapting floating = 

arbon te your requirements’ the 
pS s work to the barest minimum... 
typing and temoval of forms: You can use 


Underwood Corporation Manifoldo Packettes ee 


with any Continuous Forms, ipelud 

fold. . , unslit, or slit. in any combination. 
Operators prefer to work with them, be- 

cause they're clean and easy to mee The, 

“greepest hand” learns ta load “apis etl Sey 


a few minutes, 





